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ROYAL’S 


more strength—more length = <4 


S/LK RIBBON 





You pay a bit more for our Park Avenue® Silk Ribbon. Royal Park Avenue Ribbons are available in regular 


But consider what you get. 






silk (18 yards) or heavy-duty silk (16 yards). Each 


# The ribbon is strong as a lion. It survives hard use. spool is boxed, with specifications clearly marked. 
# It’s sheer. You get sharper, more accurate originals Park Avenue is typical of the high standard of all 


—and the clearest carbons possible. 
# It’s 6 yards longer. That’s several 


hundred thousand more characters. 


More yardage, more ink, more for 


your money. And less ribbon changing. 










Roytype® supplies —thousands, to fit 


® 
r every office need. Call your Royal rep: 
resentative. He’ll help you select just 





the product you're looking for. All from 
SPECIALISTS IN BUSINESS MACHINES Roytype —all superior. 


ROYAL McBEE CORPORATION, 850 THIRD AVENUE, NEW YORK 22, NEW YORK 














No willing pupil ever 
need fail shorthand! 


Just increase the amount of practice time using 


DICTATION DISCS 


With Dictation Discs... 


@ You triple the amount of dictation practice 






@ You lessen the possibility of failing 
@ You get higher marks in shorthand 


@ You boost your speed quickly and easily in the com- 


EE fort and privacy of your home 
Look at what 


users of Dictation Discs aacuiemeieiie 
say about them @ You gain superior speed and a better job at higher pay 


You practice at speeds custom tailored to your needs 






“These records have helped me se- 
cure a much better position than I 
had previously.” 
MRS. R. L. HENDERSON 
Portland, Maine 


“I am a.teacher of Gregg Short- 
hand and Dictation Discs have 
been very valuable in my short- 
hand classes. My students enjoy 
taking dictation by these records.” 
MISS BETTY BURNS 
a> Valdese, No. Car. 





“After using your records faithful- 


The voices of 22 different radio announcers provide you with 
ly I gained enough confidence to 


apply for one of the better posi- expert dictation at speeds of 40 to 160 wpm on more than 100 
tions here in Dayton. I was given different 45 rpm phonograph records. 

a test and had an excellent steno Order your Dictation Disc Sets now by filling in the coupon 
position within two days.” 


below, and start developing speed immediately. 
CAROL WETZEL 


Dayton, Ohio 
Ask Your Teacher about Dictation Discs! 











: 45 RPM SETS — $5.75 EA. (ANY TWO SETS — $9.95) MAIL THIS COUPON TODAY : 
Each Set Contains 4 Records 
1 

t= () Set No. 38 Brief form Set No. 47 Office Style oDy. G 5 
; ~ and phrase letters 60, 70, 80, 90 ne Dictation untimed Dictation pest aaa ' 
1 (j Set No. 380 Brief form [] Set No. 49 Court Reporting . 130 to 180 170 Broadway, Dept. TS-1 2 “au. : 
; and phrase letters 100, 110, 120, 130 [] Set No. 50 Legal 80 to 120 New York 38, New York 1 
1 () Set No. 39 the 500 commonest [] Set No. 51 Medical 80 to 120 - : 
; words in letters 60, 70, 80, 90 [] Set No. 52 Progressive 50 to 160 reas ry er sets | 1 alata 
!  ) Set No. 390 the 500 commonest enciosed check in the amount o 

; ~ words in letters 100, 110, 120, 130 “wt oe “re onl jo at 50 plus 25¢ for postage and handling. | must 
; [) Set No. 40 Letters 40, 45, 50, 55,60 UW includes Sets 38, 39, 40, 400, 041, 042) = ep .~ = ee —— re- 
0 Set No. 400 Letters 50, 60, 70 | Comme 70 to 130 wpm — $27.50 urn records in ays for full refund. 
p CO) Set No. 041 Letters 60, 70, 80 (includes Sets 380, 390, 410, 420, 043, ; 
1 [J Set No. 410 Letters ......... 70, 80, 90 044) Each set contains four 45 rpm records, 
' [) Set No. 042 Letters ........ 80, 90, 100 C Both Courses Complete (I and I1)—$50 approximately 31 different business let- ! 
' () Set No. 420 Letters .... 90, 100, 110 ters, 48 minutes of dictation. All sets con- 1 
; () Set No. 043 Letters .. 100, 110, 120 tain different material. Order several sets ; 
| ( Set No. 044 Letters 110, 120, 130 and gain speed faster. ; 
! ( Set No. 430 Letters 120, 130, 140 ' 
' [J Set No. 440 Letters 130, 140, 150 hii : 
- [] Set No. 450 5-minute letters 60 to 100 ! 
1 ( Set No. 460 5-minute letters . 100 to 140 ; 
! oO Set No. 45 Brief form STII -sakscsssbiacsiph<tctaipupiaaleslebisahiacibtpoiandadaseoeacuagiinaiataadeokatens : 
1 and phrase list 40, 50, 60, 70, 80, 90 ' 
1 (© Set No. 46 Regents Tests .......... 80 i a ne 
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Ever Ready’s new Memo Pad 
—a companion piece to the 


Ever Ready desk calendar 


Here is a Memo Pad designed with 
the busy, but organized, desk in 
mind. Holds 200 sheets. Avail- 
able in four colors: Walnut, Grey, 
Mist Green or Desert Sand to com- 
pliment any desk top or match 
other desk accessories; and two 
pad sizes; 3’ x 5". and 4" x 6”. 


Order from your local stationer to- 
day. Or write us. We will be happy 
to forward your request to the 
progressive Ever Ready 
dealer nearest you. 







EVER READY by the makers of 


... America’s foremost 
(alendar, f 
desk calendar 


EVER READY 
CALENDAR 


MANUFACTURING CO. 


150 
, € 6.3,€ ¥ erry 


SAT ST™¥RESF 


NEW 3€283 €.Y 
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To Tue Epiror: 
Just a line to tell you how much I en- 


joy Topay’s SECRETARY. 


But my real purpose in writing is to 
thank you for the fine editorial on page 


7 of the October issue and the article 


Liberal . . . Conservative” on page 27. 
These are very good thinking “food.” 
With very best wishes and success. 


Cordially 
Mas. J. Z. 


VOuTS, 


LAGERQUIST 
And Con... 


To Tue Eprror: 


I have just read the article in the 


October issue entitled “Liberal ... Con- 
servative. [| have seldom read what 
seemed to me to be a more slanted and 
misleading piece of writing. Both parts 
of the article are filled with emotional 
flavoring. inaccuracies, and falsehoods 
by half-truths. 

7 stating the 


Your editorial on page 


obligations of the voting citizen is in 
keeping with your usual standards of 
objectivity. but this is not so in the 
article attempting to define the “liberal” 
and the “conservative” positions. 

What I really want to ask is. Why are 
you, a professional magazine, getting 
into the field of political influence? If 
you decide that this is your province, 
writers who 


° 1 
please get recognize the 


complex nature of todays world and 
respect the intelligence of all of your 
readers. 

Sincerely 


(uss) 


VOUuTS, 
ELIZABETH ULBRICH 
One Against... 


To Tue Eprror: 

In a recent issue of Topay’s SEcRE- 
TARY, | read with keen interest the ar- 
ticle on neatness and good grooming in 
getting a job and keeping one. I espe- 
cially noted the section about the type 


of make-up for a secretary and the list 
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of make-up essentials a secretary should 
keep in her desk drawer for touch-ups. 
First of all, I 


whole, the article was very good. I cer- 


must say that, as a 
tainly do hope you will start having 
more articles on grooming, dressing, and 
wardrobe care for the secretary. These 
three subjects interest me so much that 
they are the first things I “dig” for when 
I receive your magazines. PLEASE HAVE 
MORE. 

Secondly, I am afraid I have to dis- 
agree with the party who wrote on the 
make-up for the secretary. If I came to 
work decked out in the make-up array 
that 
probably “drop dead’ when he looked at 


stated in article, my boss would 
me. I thought that a neat. well-scrubbed 
look was the key essential in secretariat 
that 


said, the secretary would seem to be get- 


work. Judging from what article 
ting made up for an after-five party. The 
only make-up I wear to the office is eve- 
brow pencil, a touch of mascara, lipstick 
(very pale shade), a medicated skin 
lotion, and a very small amount of li«- 
uid make-up. If I came to work with eve 
shadow, eye liner, etc., on. people would 
probably think I was crazy. | have also 
noticed that the other secretaries in m\ 
town use about the same make-up as | 
do, and I have yet to see one with eye 
liner and eye shadow on for day-time 
office wear. 

Also. the list of beauty essentials to 
be kept in the office is, in my opinion. 
just a little too farfetched. If my boss 
that 
desk, he would probably think that |! 


happened to see all stuff in my 


spent all my spare time in the wash 
room getting decked up. I think a comb. 
lipstick, tissues, and mild cologne are 
enough for any secretary to keep in hei 
desk. Hand lotion would also be essen- 
tial. 

In closing. I would like to say that 
this is only one opinion. that of mine 
Perhaps many others will disagree with 
me, but I'll still stick to it. 

Cordially yours. 
MRS. JOYCE WELLS 
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The Boss Meets Plastisol F-100 


New Columbia Plastic Coated Copy Film 


OU’LL be enthusiastic, too, hole « Packaged in new patented 

once you’ve seen new Plasti- Carbnpad—100 sheets to the pad 
sol F-100 copy film out- « Easier to use, easier 
wear and outperform to store—in every desk 
even the finest carbon drawer « Try it! 


papers! f FREE DEMONSTRATION— 
Plastisol F-100 outwears Write either Columbia 
carbon tissue by 3 to 5 Ribbon & Carbon Mfg. 
times + Re-inks immedi- Co., Inc. 114 Herb Hill 
ately - Produces perma- Road, Glen Cove, N. Y. 
nent, smudge-free copy or Columbia Ribbon & 
with complete uniform- Carbon Pacific, Inc., 
ity « Doesn’t dog-ear, Duarte, Calif. No obliga- 
tree, curl, wrinkle or pin tion, of course. 


PLASYESOL P00 











SECRETARIAL 


bookshelf 





GETTING READY FOR CHRISTMAS and 
CANDLE DIPPING by Rose T. Briggs. Arts 
Cooperative Service, Dept. TS, 322 E. 23 


St.. New York. N. Y. $1. 


The art of making lovely but simple 
Christmas tree decorations with fa- 
miliar materials is detailed. complete 
with show-how illustrations in the first 
hooklet: also suggests gift making ac- 
tivities through the use of wire. leather. 
and foil. CANDLE DIPPING offers instruc- 
tions in the fascinating study of making 
your own candles. Included in the price 
is a small envelope of stearic acid to 
use for the hardening of wax. 


SECRETARIES ON THE SPOT. The National 
Secretaries Association (International). 
MacColl-Riley Associates. Inc.. Dept. TS, 75 
E. 55 St.. New York 22, N. Y. $2.25. 


Compiled from actual cases and solu- 
tions. this book deals with office prob- 
lems. approaches to a solution. action 
taken by the secretaries submitting the 
cases. and additional suggestions for 
alternate solutions. Planned and written 
as a practical tool for secretaries it ho 
wish to increase their efficiency. 


ANY MEANS TO ACHIEVE OUR ENDS. Help- 
Your-Self Booklet. Employee Relations. Inc.. 
Dept. TS, 13 E. 53 St., New York 22, N. Y. 


25 cents. 


This explanation of the fundamental 
fallacy in the communist philosophy is 
of major importance to any thinking 
person. Here. in simple terms. are the 
basic facts about communism and its 


methods. 


MUSIC DIRECTORY. Ottenheimer Publishers, 
Inc.. Dept. TS, 4805 Nelson Ave.. Baltimore 
15. Md. $1. 


Do you know the meaning of A mezza 
di voce or elevato or mesto? If you 
dont and you have any interest in mu 
sic. you'll find this vest-poc ket sized dic- 
tionary invaluable. Almost 5.000 terms 
are included and the book is marginal- 
ly indexed. 


FITTING YOURSELF FOR BUSINESS. By [liz- 
abeth G. MaeGibbon. McGraw-Hill. 403 pp. 


85.50. 


Don't wait until June to think about 
what's next after graduation—plan now. 
Starting your career requires a blue 
print or pattern just as designing ma- 
chinery or making a dress do. This 
book will help you decide what kind of 
“first job” vouwre best suited for. Dis- 
cussed are planning your career. get 
ting the job. making it successful. and 
managing your personal affairs. 


TODAY'S SECRETARY 








in 
co 
Wwe 
an 
be 
tre 
at 


Jo 
in. 
m 


cre 














The Human Side 





E lizabeth W. has taken a new position 

“ as secretary to an official of a large 
industrial concern. Her co-workers are 
excellent, the 


work is interesting. employee policies 


congenial, the salary is 


and benefits are above average. Her 
boss, Mr. Jones, is “tops.” He is an ex- 
trovert, interested in everyone, consider- 
ate and charming. 

However, she has found that Mrs. 
Jones rules the roost. The boss’ wife was 
instrumental in the dismissal of his for- 
mer secretary, who was 
Elizabeth is and 
prides herself on being well dressed and 


well groomed. She wants to get along 


a glamorous 


creature. attractive 


with Mrs. Jones, but she resents having 
to “hide her light under a bushel.” Some- 
how she must strike a happy medium. 

Mrs. Jones appeared at the office a few 
days after Elizabeth was hired. *Evident- 
ly I passed muster, because my boss said 
that his wife liked me,” 
explained. “On second thought, maybe 
her approval stamps me as a dull little 
nobody.” 


the secretary) 


She has learned also that Mrs. Jones 
frequently calls up or visits the office 
and that at Christmas time the Joneses 
invite the staff to their home for a party. 
Elizabeth wonders how to act and if 
anything will be expected of her in 
return. 


Solving the Problem 


If Elizabeth conducts herself in her 
usual dignified manner and dresses in 
good taste, she won't have to worry about 
the impression she makes when Mrs. 
Jones drops in. For example, even if 
everyone else calls the boss “Bert,” Eliza- 
beth stick to the more 
“Mr. Jones.” There is no need to look 


should formal 


drab or mousy, but conservative clothes 


December, 1961 


will show that she has taste and judg- 
ment. 
The offset 


that she has designs on the boss by let- 


secretary can any notion 
ting it be known that she has a satisfying 
social life. Suspicious women are less 
likely to worry about secretaries who 
have outside interests and/or boy friends 
or husbands. When Mrs. Jones visits the 
office. Elizabeth might mention the play 
she saw the previous night or the fact 
that a friend is taking her to an art ex- 
hibit the next weekend. 

Another good tactic would be to or- 
ganize her work and Mr. Jones. as far 
as possible, to eliminate the possibility 
of staying overtime. Even her telephone 
manner bears watching, since Mrs. Jones 
Elizabeth's 
sound friendly but not too alluring. As 


calls often. voice should 
a college administrator said, “The instru- 
ment Mr. Bell invented is a telephone, 
not a sexaphone.” 

The Christmas party presents a differ- 
ent situation. Most of the employees will 
Elizabeth 


want to look dowdy by comparison. She 


be dressed up, and doesn't 
can wear her favorite cocktail gown with- 
out causing Mrs. Jones too much concern, 
if she uses strategy. She might attach 
herself to a group of women at the party. 
She might seek out one of the unmarried 
men or an older couple. If her hostess is 
not preoccupied, it might be an oppor- 
tunity to get better acquainted and win 
her confidence. By tactful questions, she 
can find common ground for conversa- 
tion, 


Elizabeth Mr. 


Jones but avoid lengthy chats with him. 


should be cordial to 


Even though they work closely on office 
projects, she should refrain from offering 
to help at the party. And it might be 


(Continued on page 51) 








Send for FREE sample 


ford 
PENDAFLEX” 


HANGING 
FOLDER 


: 
1. LOWER-COST FILING 
2. TWICE-AS-FAST FILING 


3. SOLVES MANY FILING 
PROBLEMS CAUSED BY 
OFFICE AUTOMATION 


Fill in and return the coupon. 


Oxford Filing Supply Co., Inc. 
Garden City, New York 
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In Toronto: Luckett Distributors, Ltd. 


FIRST NAME 
IN FILING 


OXFORD FILING SUPPLY CO., INC. 
14-12 Clinton Road, Garden City, N. Y. 
Please send FREE Pendaflex hanging 


Folder and Big 60-Page Catalog of 
Filing Systems and Supplies. 
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STARLIGHT 
CASE and FRAME 


with every order 


\Tiendship r 


Photos 


From Your Own Favorite 
Photo, Snapshot or Negative 


2]5 ror #4 
or GO For #2 


plus 25¢ shipping 





Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 24%" x 3%”. Satisfaction guar- 
anteed. Order today. 
EXTRA BONUS — FREE WITH EACH $2 ORDER 
4” x 6” Princess Portrait enlargement. 

SS a a 

4 FRIENDSHIP PHOTOS, Dept. F-79, Quincy 69, Mass. 

I Please send me: 

| 25 “Shadowbox” Friendship Photos, from one i 


pose... $1.25 enclosed. Also send Free Stariight 
Case and Frame. 


® 60 ‘“Shadowbox” Friendship Photos, from one 
I pose... $2.25. Also send Free additional Princess 





Portrait Enlargement and Frame. 


| enclose photo, snapshot or negative which you will 
l return unharmed. My money back, airmail, if I'm not 
completely satisfied. | 


ee 1 


oo yee ome ee ee ee (Please Print) a a oon oe coe oe 





Typuts Lon EBD 


A WONDERFUL NEW WAY TO 





vy, CORRECT TYPING ERRORS y 
? % 
v 
6 
4) 0 
Wy, © 
y v 
Q g 
eS) © 
y Ke 
9 
Q 
UD y) 
v y 
%) Just paint on...type over it. ~~) 
VY SNOPAKE is a handy desk- 
mate for every typist...won't (© 
O chip, crack or peel. ‘ 
2 © 
TRig 
© LITHO-ART or har d 
0) PRODUCTS, INC. * You: © 
\ 05 N. JANSSEN ton” 
caceat ey ILL. on ote © 
Q 
ov, 








Shopping By Automation—A sophisticated and unique 
elaboration of the concept of gift certificates 
promises to make business Christmas gift-giving a 
Simplified, worry-free experience for business 
executives--and will change that wasted Christmas 
gift to a welcome one. Designed for businessmen to 
distribute to employees are "Gift Bookards," small 
booklets with pictures and descriptions of two 
dozen gifts to suit every taste. The recipient 
selects his favorite, indicates his choice ona 
reply card, mails it, and within ten days to two 
weeks has the gift. This ingenious procedure is 
called Automated Gift Plan, located at 80 Park 
Ave., New York, N.Y. 


The White-Collar Computer Movement has only just begun 
--and its impact is considerable. The liberation 
of today's secretaries and other white-collar 
workers from their routine tasks is due to proceed 
at a much faster rate. And how is our economy 
adjusting? American economy, ever flexible and 
inventive, is absorbing disemployed workers either 
in new industries that produce an expanding variety 
of goods or in entirely new functions created by 
the flow of abundance. The eventual result: the 
Spreading of the same amount of work over the larger 
labor force by giving everyone less work to do--and 
more gains for leisure. (Advertising Age.) 





Are You Traditionally Accident Prone? Starting the 

day in family peace with a good breakfast will help 
prevent accidents, according to the Greater New York 
Safety Council. The Council advises you to get up 
early enough to make rushing unnecessary and have a 
substantial breakfast to avoid midmorning letdown. 
"Hurry and fatigue cause the most accidents." 


A Two-Year Report on the first dental insurance plan 
for employees, established by Dentists' Supply Co., 
York, Pa., terms the plan a complete success. The 
only similar plan is operated for employees of the 
Kerr Mfg. Co., Detroit, Mich. (AMA News.) 


S.H. KRESS & CO. recently became New York City's 
first variety store to sell diamonds . . . MAILING 
LISTS change almost as guickly as a woman's mind--a 
recent survey showed that 531 out of 1,000 key men 
in industry changed jobs or company affiliation 
within a year. . . . THE SIX MOST IMPORTANT foreign 
customers of United States' business are Canada, 
Japan, United Kingdom, West Germany, Mexico, and 
India. (Executives' Digest.) 
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EXPERTS: 


Q. Can you give me suggestions for a 
We've 


never exchanged expensive gifts in the of 


Christmas gift for my employer? 


fice. but I'd like to express my appreciation 
of wonderful working conditions throughout 
the year in a fitting way. 


{. While most employers give their sec- 

retaries gifts at Christmas time, it isn’t 
expected that the secretary should give 
one in return. If, however. you wish to 
send your employer and his family a gift. 
why not theater tickets, cigarettes, or 
candy? If you make cookies, cake, jam. 
or fruit cake, it would be perfectly prop- 
er to present such a gift to your employer 
with a brief note expressing your hope 
that he and his family might enjoy a 
sample of your Christmas “making.” 





Q. Which form of “to be” is correct in the 
following ? 

“These ten shares. which (is. are) all the 
outstanding stock, were purchased on Ov 
tober 10, 1955.” 


{. In your sentence, the verb in the 
subordinate clause should be are. This is 
the rule: “The predicate of a clause in- 
troduced by a relative pronoun (which in 
your sentence) agrees with the anteced- 
ent of that pronoun (shares. a plural 
noun). not with the relative pronoun it- 


self.” 


Q. What determines the choice of under- 
scoring or of quotation marks for words. 
phrases, and sentences that are referred to 
n typewritten matter? 


A. Aword or a phrase used out of con- 
text should be underscored. Complete sen- 
tences are preferably quoted. Should the 
material be intended for inclusion in 
printed matter, the underscoring will in- 
dicate to the printer that those words are 
to be set in italics. 
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BUSINESS ENGLISH 


] 





SECRETARIAL PRACTICE 


BUSINESS LAW 


ele) ¢.94 4.11, fe 


TYPEWRITING 
In 


BUSINESS ARITHMETIC 


SHORTHAND 


Q. Please tell me where to place the last 
quotation letter. 


wherein a previous letter is quoted in its 


marks in a_ follow-up 
entirety. The last paragraph of this letter is 
a tabulated list that includes the symbols 
of inches and feet. 


{. Because of the conflict between the 

symbols for inches and for quotation 
marks, the preferred method of quoting 
the letter you describe would be to use 
a shorter length of line for the quoted 
letter, indenting it on both margins. In 
this arrangement no quotation marks are 
necessary. 

Also. it might be possible to type the 
quoted letter on a separate sheet of pa- 
per, headed “Copy.” This method would 
also avoid the conflict. 


Q. Which is correct in the follou ing? 
“We should appreciate your opinion 
on Dr. (Briceland. Briceland’s) being 
reimbursed for his services.” 


A. The possessive form is required in 
the sentence you quote. When a noun or 
pronoun denoting a person or an animate 
thing precedes a gerund (the ing form 
of a verb used as a noun), the noun or 
pronoun should be in the possessive case 
Other examples are: 
I regret your leaving your position. 
I heard a report of the salesman’s 
being promoted. 
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. In typing a recommendation. how 
should the words. “To Whom It May Con- 
cern” be typed. and where should they be 
placed ? 


A. The line “To Whom It May Con- 
cern” on a general letter of introduction 
is considered a heading rather than a 
salutation and therefore is usually cen- 
tered and typed in all capitals. No regular 
salutation or complimentary closing is 
used with this type of letter. 








AVOID 
ERRORS 


MAKES 
WORK 
EASIER 








PROVIDES POSITIVE 
FINGERTIP CONTACT 


Just a touch of your fin- 
gers tothe new and im- 
proved Rite-Line Sure- 
Touch finger moistener 
makes handling of pa- 
pers, sorting of checks 
and counting of money, 
quick and sure. Will 
also improve your grip 
in golf, tennis and bowl- 
ing. No grease, noodor, 
no stains. Will be available through 
your stationer, only 50 cents. In the 
meantime, send for trial offer. 


RITE-LINE 


Sure‘fouch 
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RITE-LINE CORPORATION Dept. SC-212 
{ 4209 39th St., N.W, Washington 16, D.C. 

Enclosed please find $1.00 for two trial boxes 
of sure-touck. i 
| Nome } 
j Street I 
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? Name of Stationer i 











QO. When using the word company in cor- 
respondence, should the word be capital- 
ized? The following examples were in a 
letter: 

The company will take care of the 

matter. 
Company automobiles 
policy of our company 


A. In business letters. it is customary 
to capitalize Company when it refers 
specifically to the company mentioned or 
understood and is used in place of the 
full name. Therefore, the word would be 
capitalized in the first two examples you 
quote. 

However, in such expressions as “our 


company,” “this company,” etc., as the 
word is used in a general sense and not 
in place of the full name, a small letter 
is used. 


Q. In the following. should the singular or 
plural possessive form be used? 

“We are going to hold a (dealer’s, 

dealers’) meeting.” 

A. Whether to use the singular or plur- 
al form of possessive depends entirely 
on the meaning. The meaning here is 
plural. The meeting to be held is for 
dealers: therefore, the plural possessive 
form should be used. If dealers is 
considered descriptive, omit apostrophe. 
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wastebaskets look better, last longer! 


Contemporary design fashioned from rugged armored fiber glass— 
key to Fiberlite’s new iook that lasts! This material laughs 


off strong caustics ... cleans easily . . . won’t stain, rust 


or leak. And pigmented all the way through for per- 


manent color. It’s next-to-impossible to chip or 


scuff. 


Dress up your office with Fiberlite 


. .. in decorator colors to match. 
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THE GLOBE-WERNICKE CO. 
NORWOOD, CINCINNATI 12, OHIO 


*See your G/W dealer for 
the complete line of ‘‘Secre- 
tary Approved”’ office 
accessories or 

write us direct. 

Dept. 1-12. 





Should one use a singular or plural 
verb in the following sentence? 
“Each of you (has. have) a job to 
do for the Division.” 


A. The subject of the sentence you 
quote is each, which is always a singular 
word. Therefore, the singular verb. has. 
should be used. Sometimes there is a 
tendency to make the verb agree with the 
plural object of a prepositional phrase. 
such as of you in your sentence, but it 
should be remembered that the actual 
subject governs. 


Q. When a letter is to be signed by co 
chairmen of a committee. how should the 
names be arranged? When an entire com 
mittee wants their names included in the 


signature. what is the proper arrangement? 


A. The arrangement of such names. 
handwritten and typed, is largely a ma’- 
ter of personal taste. The following forms 
are entirely acceptable. When cochair 
men are to sign: 

(written) Helen Miller 

(written) Jean Smith 


(typed) 
(typed) 


Helen Miller 
Jean Smith 
Cochairmen 
When the names of the entire committee 
are to appear: 


(written) Andrew S. Jones 


Andrew S. Jones 
Chairman 


(typed) 


typewritten names of the other members. 
arranged in alphabetical order. 





Q. My employer's name is printed in the 
upper left-hand corner of the company sta 
tionery he uses. My problem is this: in the 
complimentary close. should I type out his 
full first name (John Barton Smith). or 
should I just use the initials (J. B. Smith). 
as his name appears in the upper corner? 


A. The custom of typing the employer = 
name below the closing began because 
his signature could not always be read. 
Since your employer's name is already 
typed on your stationery, it isn't neces- 
sary to type the name below the closing 
—unless the employer wishes it. If he 
does, then type it just as he signs it. 
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TACKY FINGER is a finger-tip moistener that speeds paper handling 
of all kinds—counting money, sorting checks, collating. A positive 
finger-tip control is provided by the stainless, greaseless substance. 
One quick application lasts and lasts. New and larger size retails 


at $1 per package. Information 


from Evans Specialty Co., Inc., 


P. O. Box 8128, Dept. TS, Richmond 23, Va. 


Give 


your office a Christmas present- 

FLOOR PEDESTAL COSTUMERS especially de- 
signed for small offices and waiting areas 
feature stumble-proof 
spread for tip 


legs with a_ wide 
resistance. Available in 
chrome or lacquer finishes with four hooks 
($9.95) or three hooks ($7.95) from Bevco- 
Precision Mfg. Co., Dept. TS, 831 Chicago 
Ave., Evanston, Ill. 





Perfect for secretaries who sometimes take 
letters home with them is the “‘ROYALITE” 
portable typewriter at an affordable price: 
$49.95. The slim machine is light enough to 
carry on one finger. In two-tone gray de- 
signer styling. it comes in a handbag-shaped 
case. From Royal McBee Corp., Dept. TS. 


850 Third Ave., New York, N. Y. 





Designed to make an ink supply 


Another office gift idea is SHARP WELL, a 
combination pencil well and sharpener, The 
well of solid brass has a black lacquer trim: 
the matching sharpener can be removed 
easily 
with spare blade for 
$2.95 from Pat Products, Ketcham & Me- 
Dougall. Ine., Dept. TS, Roseland, N. J. 


for emptying and cleaning. Comes 
four pencils and a 





ERASOMATIC 


quickly 
pencil, ink, type, and_ printing. 


control is assured by smooth. constant speed 


and neatly erases 


Accurate 
and 


motor power: unit takes up no more 


space than an ash tray. Erasing agent is a 
rubber rod, 


four inches long, available in 


different grades. At $34.95 from The Margo 


Co., Dept. TS, 8701 Woodland Ave., Cleve- 
land 1, Ohio. 
be as far away as the nearest 


water source is “INSTANT INK,” an accessory for Parker's 61 foun 
tain pen. A capsule contains ink concentrate between two thin lay 
ers of sponge. Dip it into water: a strong pull draws water through 
the capsule into the pen. The water dissolves the ink and the re 
sult? A pen full of writing ink. The capsules are three for 29 cents 


and will be available at stationers. 
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TRIG-TEMPERED 
BRUSH 







Big, springy brush of 
live, (never lazy!) strong 
bristles. Cleanly speed- 
whisks away erasure 
crumbs. No smearing. 
No smudging. 


‘ COLORFUL, 

TIGHT-GRIP 
BLUE PLASTIC 
FERRULE 


Prevents “shedding”. 
No drop-out of bristles. 


NEW 
FEATURES 


IN 


SECRETARY'S 
FINEST 
ERASER! 


Latest style Graypoint No. 3650 
is so new that there wasn’t time 
to photograph it for this ad. 
(Last year’s style illustrated.) 
Modern as the newest type- 
writers. Exceptional, for every 
secretary who takes just as much 
pride in her erasing as she does 
in her typing. 


4 GET THE POINT 


as you can 
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3850 WHISK 
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©. 3650 
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GRAYPOINT ERASER N 











ONLY WITH GRAYPOINT 


Luxury gray rubber core in wood cas- 
ing. Sharpens in a pencil sharpener or 
with a knife, like a pencil. . to a 
point that quickly ‘picks-out' letters, 
words, sentences so cleanly that the 
man you type for will never notice the 
erasure. Graypoint won’t roll off your 
desk. Tape a dime to your business 
letterhead, (and mail to us) to cover 
mailing cost of sample. Write in your 
name and address; we'll see that you 


get your new, improved Graypoint 
Whisk, OR... 


ASK YOUR STATIONER FOR 
WELDON ROBERTS GRAYPOINT ERASERS 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
World’s Foremost Eraser Specialists 


Waldon 
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Correct Mistakes in Any Language 





ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty SLID 





Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steei gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., Dept. TS12 


2607 North 25th Ave. e Franklin Park, Ill. 








on your signature only... with 
Union's INSTANTLOAN plan 





LOANS BY MAIL 
FOR SECRETARIES 


Borrow up to $600 by airmail. No 
red tape, no co-signers or embar- 
rassing investigations. Payments to 
fit your income; pay only for time 
money is used. Send coupon today 
for free INSTANTLOAN ® folder by 
airmail in plain envelope. 
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UNION FINANCE CO. 
Dept. TS, 4760 E. Speedway, Tucson, Ariz. 


Cj 1 need $_ ae Piease rush free 


é 

b 

7 

E 

; application without obligation 
a J Send free INSTANTLOAN ® folder 
y 

# 

a 

' 

if 


NAME 
ADDRESS___ 
CITY, STATE 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PAGE 55 


The Same Type of Error 


Kach of these sentences contains the same type of error. What is it? Recast the 
sentences, making them correct. 

1. Lois didn’t receive but two A’s all last term. 

2. | wasn't scarcely awake when the breakfast bell rang. 

3. He hasn't hardly time to catch the five o'clock train. 

1. | couldn't find my hat nowhere. 

5. | couldn't help but feel sorry for the disappointed girl. 

6. My uncle doesn’t come to see us only once ina eh ile, 


No Slurs Permitted! 


Many spelling difficulties are the result of “sloppy” pronunciation—the slurring 
or even omitting entirely of letters or whole syllables. The words defined here 
are often so abused. What are the words? How are they spelled? 
|. Unexpectedly. 
(An established system of political administration. 
To come upon a person or thing without warning. 
\ person W ho seeks an office. 
Particularly. 
6. Tastefully. 
7. That which goes with something else. 


Jt de GO NO 


8. A place where scientific experiments are performed. 
9, A member of the lower house of Congress. 
10. The quality of being strong. 


Choose “Council,” “Counsel,” or ‘Consul’ 


In the fellowing sentences should council, counsel, or consul appear in the blank 
spaces to give the meaning intended? 


l. The ........ for the plaintiff has an excellent reputation as a trial lawyer. 

2. It is not the habit of my department supervisor to give ........ lo members of 
the department. 

3. Our ........ in Paris was of great help in straightening out our passport difficulty. 

1. This matter of jaywalking will be brought before the city ........ tomorrow. 

5. Thank you sincerely for your valued in this matter. 

6. My father ed me to consider each phase of the problem carefully. 

7. A traveler in a foreign country should not hesitate to seek his ........'s advice 


if the need arises. 


Characteristics in Common 


What words are represented by the following brief definitions? What three 
features characterize all the words? 


|. A person in a play or book. 

2. A holiday we celebrate this month. 

3. A group of singers taking part in a church service. 

1. The science that deals with the composition of substances and the changes 
that take place in them. 

5. A large, showy autumn flower often worn at football games. 

6. Complete confusion. 

7. The part of a song that is repeated after each stanza. 

8. The antonym of acute. 

9. A combination of musical tones that blend harmoniously when sounde: 
together. 
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peace on earth 


. .when an innocent child is taught to hate other races, other creeds? 
. when a husband and wife trade mutual understanding for personal 
bickering? 
. when cheating is considered smart and ‘‘getting away with it’’ 
is a laudable goal? 
. .when a businessman scraps ethics and ideals in his fight to 
reach the top? 
. .when employees carp and complain because the workaday world 
is not a pleasure paradise? 
. when selfish ill temper and rudeness daily supersede politeness 
and consideration? 
. when public officials exchange epithets and slander instead of 
ideas and philosophies? 
. when many turn against one because he or she is different? 
. when a home becomes a house because there’s no real love and 
feeling therein? 
. when men look not to a Star but to sputniks and rockets for faith? 


to men of good will 


. the girl who deliberately, maliciously, destroys another's 
reputation by her words? 
. the man who seeks revenge for a personal slight, however small? 
. the woman who is so full of ‘‘self’’ that she cares nothing 
for the needs and desires of others? 
. the worker who cheats—in time and money—because there's” 
no one to check on him? 
. the student who gets his kicks—at another's expense? 
. the teacher who plants ‘“‘bad seed”’ in the fertile minds in 
her care? 
. . the boy who believes that force is the winning card? 
. . the man who sabotages a fellow worker because he fears 
his ability and talent? 
. the girl who spitefully envies another’s success instead 
of working toward her own? 
. the millions who forget the real reason why a Baby came 
into the world? 


We wonder..... Merry Christmas. 
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Sincerly yours, 


STOP! 


That’s no way to spell sincerely. Retype the whole page — or erase several letters and make the 
correction? If Keebord Fypewriter Paper is in the machine there wouldn’t be any question — it 
erases neat as a pin. Saves time and money, increases office efficiency. 


Don’t make a mistake when ordering paper. Always buy Keebord papers for letter-perfect 
crispness and appearance. Trim protective boxes keep each sheet flat and clean until needed. 


Keebord papers, for all business requirements, are available in four grades of cotton fiber bond, 
plus onion skin and manuscript cover. Keebord won’t eliminate misspelling — but it helps. 


keebord 


TYPEWRITER PAPERS 
Whiting-Plover Paper Company 


. . . Sn 
Stevens Point, Wisconsin = —_>>-~ 
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THE BIG 
CHANGE— 
AND WHY 


by Elmer Winter, President 
Manpower, Inc. 





What does the future hold for the 
woman over forty? Will she play a 
useful role in the challenging years 
ahead, or will she find employment office doors closed to 
her? 

My prediction is that the doors will be wide open, for 
we will need all the help we can get. The mature work- 
er, particularly one who is trained, should be welcome. 

But before looking into the future, let’s look back for a 
moment. Fifty years ago, it was rare to find a woman of 
forty-plus working as a secretary, stenographer, or super- 
visor. This was especially true if she had a family. 
Today, married or unmarried, she is found in increasing 
numbers, in part-time and full-time jobs. According to 
statistics recently released by the United States Depart- 
ment of Labor, she will be needed even more in the years 
ahead. Why? Because, as earlier marriages and larger 
families claim young women in their late teens and 
twenties, keeping them tied longer to their homes, places 
are opening up for older women women who are 
not only qualified but “rarin’ to go,” thanks to advances 
in health, improvement in household aids, and, perhaps 
more than anything else, a change in mental attitude to- 
ward age, both by men and by the women themselves. 

As president of the world’s largest temporary help and 
business service, | am very much aware of the need of 
mature workers and of their desire to work. | am also 
aware, unfortunately, of the old-fashioned prejudices that 
still color the attitude of many employers. Too often such 
limiting phrases as “under thirty-five” appear in want 
ads. Even in states where the law forbids age as a cri- 
terion for hiring, there seem to be ways to circumvent it. 
Such discrimination is wrong, | believe, and the time has 
come for business firms to remove these unfair restric- 
tions from their hiring policies. 

Regardless of the unfairness, the mature woman who 
either already holds an office job or hopes to land one 
must acquaint herself with these prejudices in order to 
overcome them. Chief among the “objections” are: poor 
performance; difficulties in training and adjustment; 
difficulties in getting along with fellow employees; 
absenteeism; undependability. 

According to facts gathered by Manpower, Inc., and 
also by the National Association of Manufacturers, there 
is no validity in these “objections.” The NAM surveyed 
3,100 companies and 93 per cent reported that the ma- 
ture worker takes special pride in turning out a good 
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performance, that she trains with concentration and ad- 
justs well, that she is less likely than her younger co- 
workers to enter into office bickering and sniping, that 
she is absent no more—in fact, she may be absent even 
less due to her more stable life, that her dependability 
measures well up on the scale. 

What’s more, the superior quality of educational back- 
ground and training of older workers is very important. 
Spelling, grammar, vocabulary, and mathematics were 
taught carefully and practiced conscientiously in the past. 
In addition, maturity of personality and judgment can 
add much to the office setup. As the NAM put it in a 
recent report: 

“Older workers represent countless years of rich and 
seasoned experience. Judgment and stability constitute 
an immensely valuable asset in the nation’s work force.” 

It is important for every mature potential worker to 
know of the prejudices against her, then negate them 
through her own behavior. Because of her positive value 
in the business picture of the nation, she should wear her 
maturity proudly, with awareness of that value. 

Several years ago, | appeared with Alice K. Leopold, 
then head of the Women’s Bureau of the Department of 
Labor, on Arlene Francis’ television program. The sub- 
ject was “The Mature Worker,” and both Mrs. Leopold 
and I made a point of counteracting, as much as we 
could, the prejudices of many employers against women 
over forty. As a result of the program, | received over a 
thousand letters from women all over the country, telling 
of their experiences and of their genuine desire to work. 

Recently | wrote a book, A Woman’s Guide To Earn- 
ing A Good Living, the purpose of which was to answer, 
as completely as possible, the questions facing women 
who wish to get jobs or advance in the ones they hold. 
One section of the book is devoted to the mature worker, 
the woman over forty who wants to return to work or 
wants to get a job for the first time. In this section, the 
“over forty” group is urged to seriously consider the fol- 
lowing suggestions: 

@ Study the “objections” as listed above and be pre- 
pared to counter them, pleasantly and intelligently, 
not only to prospective employers, but also to certain 
prejudiced members of your family or your circle 
of friends. 

@ Never feel embarrassed about your age or try to 
hide it. 

@ Be careful of your appearance. Neat, simple 
clothes. a figure under control, a firm handshake, 
good posiure, and a quiet manner will count in your 
favor more than the mere statistic of your birth date 
counts against you. 

® Be especially careful when filling in your applica- 
tion or writing your résumé. Accuracy, neatness, 
and full information in the excellent penmanship 
you learned in school will make a good impression. 

® Remember that volunteer work and special interest 
or skills, such as facility in foreign languages or 
large-scale planning, are worth noting. They may 
get you the job you seek. 

A word about the last suggestion. There is no such 
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thing as a woman of forty who is “untrained.” Church 
and civic groups. the PTA, Scout leadership, and dozens 
of other volunteer jobs probably have developed in her 
the very skills and experience an employer may be look- 
ing for. Hundreds of thousands of older women have 
been placed in office jobs on the basis of their volunteer 
accomplishments. 

If you are returning to work, you are less of a problem 
to yourself in terms of knowing your own abilities and 
capabilities than if you are job hunting for the first time. 
If you are a novice and. understandably, somewhat con- 
fused as to how well qualified you are to work in an 
office, it would be wise to consult an expert in vocational 
guidance 





generally available at vocational or high 
schools, in state employment oflices, or in private profes- 
sional offices. These experts, at little or no cost, will test 
you to ascertain your fitness for the work you wish to do. 
Once this is established, it is a question of how much 
training—if any—you need before you apply. 

In the case of the returning worker, especially one who 
has had little opportunity to keep up her old secretarial 
skills, refresher courses are a good idea, partly for tech- 
nical reasons, partly for psychological ones. It does not 
make a desirable impression to act unsure of your skill 
as a typist when you are asked “How many words per 
minute?” It is to your advantage to know. 

Refresher or beginning courses in office skills are being 
offered in increasing quantity in most sizable commun- 
ities. In schools, colleges, Y°s, business schools, you can 
find what you want at a reasonable price. If you are 


embarking upon a business train- (Continued on page 44) 





DON’T BE 
LIKE... 


by Frances Marion 


One of the keys to success is 
learning how to adapt—to condi- 
tions, to situations, to people. The 
young girl entering the business 
world seems to adjust quickly, par- 
ticularly in her relations with co-workers. But the older 
secretary. whose training was received years ago, and 
the housewife returning to work may have more diffhi- 
culty in getting along with associates. 

A woman who had resumed her career after rearing 
children gave this clue: “I was ‘depression trained.’ 
Competition for jobs was stiff, and production was all 
that mattered. We hardly talked to co-workers for fear 
of being reprimanded by the boss. How the picture has 
changed! Take the coffee break. for instance. Time out 
for coffee was unthinkable then.” 

She is right. Today the office atmosphere is less 
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formal and there is more contact with fellow employees. 
Firms have grown. and so have the numbers of office 
workers. More people mean more problems. 

In my Human Relations classes and in talks with secre- 
tarial groups, many problems concerning older workers 
have been brought up. Maybe young people are not as 
tolerant as they should be. At any rate, difficult old- 
timers fall into seven main groups. If you have been 
working for years but wish to improve your human rela- 
tions, or if you recently returned to work, these descrip- 
tions should be helpful in avoiding some pitfalls. 


The Chronic Complainer 


This type dismays young women bursting with health 
(and vice versa). All she talks about is illness. real or 
imagined. Co-workers avoid asking “How are you?” for 
fear of hearing a long list of ailments. They hate being 
a captive audience for what one secretary calls an “organ 
recital.” 

If the older woman’s health isn’t up to par, the rest 

wish she'd teli her troubles to a doctor—he can do 

something about them. 


The Change Resister 


The “we've always done it this way” devotee is a pill 
that’s hard to take. This female hates to change her meth- 
ods or to learn about new systems or machines. She is 
hard to supervise, especially if the supervisor is younger 
than she. The chasm widens with each encounter. 
Young people are interested in progress; in their view- 
point. short cuts have great appeal and merit. 

While the horse-and-buggy days are fun to hear about 
for the sake of comparison. few people want to go back 
to them. We'd still be wearing long black skirts and big- 
sleeved. high-collared shirtwaists—and daintily avoiding 
the cuspidors that once were standard office equipment. 

Resistance to change is a sign of getting old. The stub- 

born one would benefit by forgetting the past and 

bringing herself up to date. 


The Motherly Soul 


Another common type is the senior employee who 
adopts a motherly or “I’m older so I know better than 
you” attitude towards the rest. Most younger women 
have a mother at home; they don’t need a substitute one 
at work. 

The continual clucking over her adopted brood and 
constant reminders about what to do annoy this woman’s 
associates. As a junior secretary complained, “Every 
time Mrs. Jones talks to me. | expect to be told to go 
wash my hands. And I hate having her unofficially 
double checking my work.” 

Friendly interest is fine, but an overpowering maternal 

instinct might be better redirected to volunteer child- 

welfare work. 


The Great Lady 


She went to an academy for young gentlewomen and 
never got over it. High on the curriculum were how to 
hold a teacup and the etiquette of calling cards. Good 
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manners are essential, but times have changed and so 
have the rules. Today’s mores are informal, often border- 
ing on the casual. This lady clings to outdated modes 
and is formal to the point of being stuffy. 

She doesn’t have to lower her standards, but she can 
avoid trying to impose them on a generation whose con- 
ventions are much less rigid. 


The Permanent Fixture 


The employee who feels that seniority gives her cer- 
tain inalienable rights is another kind that secretaries 
can get along without. She butts into all conversations, 


wants to be consulted on every (Continued on page 44) 


FOR JOB 
HUNTERS 
ONLY 


by Florence Deppe Holmgren 
Manager, Metropolitan 
Personnel Service 





TAKE STOCK OF YOUR PAST. Be 
fore you embark on your job hunting, sit down and make 
a complete record of all previous employment, going 
back to the day you started on your very first job. It 
may be difficult to recall all the dates and salaries, but 
it’s well worth doing. One of the most glaring faults of 
older job seekers is their impatience with filling in their 
past. They are inclined to leave vast areas of time and 
space unaccounted for. merely because they don’t want 
the bother of trying to remember. This creates an ex- 
tremely bad impression. If you can’t remember where 
and when you worked and for how much, how can any 
employer expect you to remember the skills and abilities 
you once had? Don’t limit the list to the jobs you liked 
or to those of very recent years. The record should be 
complete. Remember. too. that the marriage service may 
have changed your legal and economic status. but it did 
not change your hands or head. Experience of any kind, 
at any time, is always better than none. 


CAREFULLY SELECT REFERENCES—then alert them. You 
want to avoid having a prospective employer call a per- 
son you have listed to hear “Good heavens, why on earth 
is she looking for a job,” or “I didn’t know she was 
qualified for office work!” Or, worse, a dead silence, 
more eloquent than the ultimately stammered words of 
careful praise. Important, too—choose your references 
with extreme care. Just because a certain businessman 
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OPENING DOOR 


Ten tips on the right approach 





and his wife are members of your bridge group . . . and 
he has seen you one Saturday a month for ten years in 
the process of a potluck supper and a few rubbers of 
bridge . . . doesn’t mean that he can or will be willing 
to go on record as recommending you as a proficient 
office aide. It would be far better in such cases to select 
the names of persons prominent in groups, churches, and 
institutions where you have done volunteer work. 


MAKE A CANDID SELF-APPRAISAL OF YOUR PERSONAL 
APPEARANCE. [his isnt easy. as few people of any age 
are able to see themselves with unprejudiced eyes. For 
the woman who wants a job. it may be even more difh- 
cult. since her desires are uppermost in her mind. But 
it’s an important step—to the woman who has been work- 
ing for a long time and wishes to make a change and to 
the woman re-entering the labor market after a long 
absence. Both may have formed bad habits that need 
correcting. The job seeker should look chic. smart, con- 
servative, tidy, impeccably attired. In your attempt to 
achieve that look, you might try lunching at several spots 
where you know businesswomen congregate. Carefully 
observe their mode of dress. The difference between 
the business and the social luncher will soon make itself 
apparent. It’s a subtle one, but it’s there. 


TELL THE TRUTH, the unblemished truth—and nothing 
but. This refers to any and all questions that may be 
asked you directly or on an application, including the 
one about age. You may as well admit your age. Any 
attempts to conceal it are ill advised: and. let’s face it, 
who do you think you’re kidding anyway? Some women 
are foolish enough to ignore the age blank or fill it in 
with such absurdities as “over forty” or “twenty-one plus.” 
By so doing they only attract attention to their age, 
which is quite obvious anyway. Moreover, they cause the 
adjective “silly” to be added to the words “old woman” 
already forming in the interviewer’s mind. And about 
your glasses 





wear them. Don’t leave them in your bag 
or dangle them around your neck as you squint coyly at 
the application form or stare at the blurred face of an 
employer. 


NEVER PLEAD FOR A JOB ON THE BASIS OF YOUR PER- 
SONAL PROBLEMS. Self-pity has no place in a job inter- 
view; and the fact that your husband has just died, or 
your mother-in-law is sick, or your children approaching 
expensive college age seldom interest an employer. Leave 
your personal problems outside. A wailing, complaining 
applicant often tends to become a crying, carping em- 
ployee; and most employers have troubles enough of 
their own without having to take on yours. Get your cry 
over before you start, then don a smile and wear it if it 
kills you. A good disposition is worth several words a 
minute in typing speed. 


NEVER TELL AN EMPLOYER THAT YOU DON’T HAVE TO 
WORK. Such a statement will immediately give the im- 
pression that your job seeking is a whim that may pass 
miraculously with the first difficult (Continued on page 50) 
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@ Americans are moneygrubbing and materialistic. Con- 
spicuous consumption is the rule rather than the exception. 
Americans eat too much, have too much, spend too much. 

These are accusations we’ve heard for years—not only 
from quick-trip foreign observers, but from too many of 
our own citizens who ought to know better. The sad 
truth is that far from being money 
mad in the hardheaded, beady- 
eyed way of many Europeans, a 
large majority of us are either like 
children in Pay-Checkland, or 
pointlessly anxious yet basically 
without plan or goal. No doubt. 
money is more easily made here. 
consumer goods more tempting and 
available, credit and_ installment 
purchase more encouraged, and the accumulation of pos- 
sessions widely approved. 

Unfortunately, easy come, in this case, doesn’t imply 
easy go. The other side of the American dream can be 
truly nightmarish. Though we may have licked daily 
famine, too many of our families have a long way to go 
before they can realize bedrock security. In the last 
several years, 85 per cent of the 100.000 personal bank- 
ruptcies involved wage-earner families—more than dur- 
ing the big depression of the thirties. A Consumer In- 
come Study of last year showed that 44 per cent of 
women and 21 per cent of men over 65 were living on 
incomes that ranged from $500 to $1.500 per year—if 
you can call that living. According to the Institute of 
Life Insurance, some 20 million persons come under 
some kind of pension plan, yet the Social Security board 
reports that 59 per cent of the 15 million men and women 
over 65 are dependent on children or the community for 
their support. About 41 per cent have a job, their own 
business, or an income from investments and savings. 
Only an estimate can be made of how many in this group 
are formally retired on pensions—say about 2 million. 

As sobering as these figures are, they can never reflect 
the individual and family tragedies that financial in- 
security represents. The fear, the humiliation, the regret. 
the hopelessness characterized in hand-to-mouth existence. 
particularly in those families where increasing age ren- 
ders increased major income problematical, is little short 


of horrifying—because it needn’t come to this. Where so 
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The road to 
leisure...or limbo? 


by jeanne martinson 


many American families fall down is not in the amount 
of money they have, but in how they manage this income 
and how realistically they are able to plan with present 
and future funds. 

If it has not been done before, one of the best times to 
review the family financial position is when the house- 
wife becomes a jobwife. If, in this early stage of family 
double-income, a sensible spending plan can be arranged. 
then a way is cleared for the establishment later on of a 
balanced retirement plan. This approach may seem too 
slow for many cautious, well-meaning economic advisors 
who would have us begin to think about old age secu- 
rity at 25. But it seems to us that human nature . . . and 
need . . . will not submit easily to straitjacketing or to 
threats in a far-distant and nebulous future. 

At the time when most wives are returning to work (in 
the 39-to-44-year-old group), children are still at home 
and a husband’s income is approaching its peak. The 
average family has arrived at the “replacement” point of 
major household expenses . . . looming ahead are con- 
tinuing outlays in advanced schooling, assistance to chil- 
dren in careers, wedding expenses, 
the possibilities of parental illness 
or disability, and so on. These 
are still spending years, during 
which sound money management 
habits can be established. If this 
sounds like the beginning of an old- 
fashioned sermon on the value of 
thrift and budgeting, it really isn’t. 

As in almost every other modern 
“applied science.” the “permissive” approach has caught 
up with private income planning. This is not to say that 
all self-discipline has been thrown out the window. 
Perhaps the hardest job is taking that initial step 
actually sitting down and working out your family’s per- 
sonalized “planned spending” program. We can’t think 
of a better occasion for such a confab than the evening 
mama brings home her first pay check. Who sits down? 
From a number of recent surveys, we learn that it’s be- 
come more and more of a custom for the problem to be 
thrashed out en famille major breadwinner, sup- 
plementary bacon-provider, and any young fry sensible 
enough to understand at least the simpler meaning of 
money. If a child is getting an allowance, he ought to 
know where it comes from. 

At the end of this article, you will find a sound listing 
of sources where you can get immediate and up-to-the- 
minute information on the mastering of money. Hence 
well only say here that building experience in such 
management is an absolute prerequisite to setting up any 
future plans. 

For example, the first step in the planned spending 
program requires that a family estimate its monthly take- 
home income. This includes, in addition to salary or 
wages, income on savings, rents, investment returns, etc. 
The same process would take place in estimating future 
income from pensions, Social Security, and annuities. 

The second step is to estimate, on the basis of your 


previous experience, a breakdown (Continued on page 43) 
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THE HOSTESS WITH 


the 
office 
receptionist 


by marilyn french 


part two—*‘A welcoming committee of one.” That’s the 
way a canny executive appraises the office receptionist. 
Aptly fitting the description is Miss Alma Urbancyzk of 
Taylor. Rogers & Tracy. an investment firm. Recently. 
this friendly. attractive receptionist-librarian was one of 
fifteen women named at a “State Street Salutes Women 
Who Work” luncheon, sponsored by the State Street 
Council of Chicago. 

Selection of her for an award highlights the potential 
of the receptionist role. Whether you are a secretary 
who's pinch-hitting or a woman who’s occupying the post 
full time. it pays to take the job seriously. The public 
does! Ask anyone who has ever “cooled his heels” in 
business foyers. He has run into all kinds of receptionists 

good. bad. indifferent. The consensus of several busi- 
nessmen is: “The receptionist sets the stage for your visit 
to her firm. If she ignores you. all the charm of the 
person you call on may not offset that first negative 
impression. Conversely. if the receptionist is cordial. you 
may overlook any preoccupation on the part of the indi- 
vidual you asked to see.” 

The receptionist’s task is even more vital whenever 
she is the only employee a caller contacts. A job appli- 
cant may be told—by the receptionist—that there are no 
openings. A man who delivers mail or packages may talk 
only to the receptionist. A salesman who calls when the 
purchasing agent is out may see the receptionist as the 
sole representative of her firm on that visit. 

Handling all sorts of people effectively can be simple 
if the receptionist adheres to Miss Urbancyzk’s philoso- 
phy: “The most important quality is friendliness. You 
have to be easy to approach, considerate, and patient. 

“You will seldom make a mistake in any situation if 
you put yourself in the other person’s shoes. For example. 
you can tell when some people are scared to death; and 
you know how you have felt at times when you were 


scared! Empathy helps.” 


Look Your Best 

Appearance counts heavily in seeming “easy to ap- 
proach.” People are drawn to a person who is clean. 
neat, and tastefully dressed. While appearance is impor- 
tant for every secretary, it is paramount at the front desk. 
People still tend to judge a book by its cover. What we 


18 





see impresses us with greater impact than anything that 
affects our other senses. 

Most receptionists are well dressed and well groomed. 
This factor is considered in hiring them. The trend 
towards glamorizing reception areas requires that the 
gem behind the desk look as though she belongs in her 
attractive setting. 

Mrs. Adria Catherine Lynham. director of the Wash- 
ington School for Secretaries. gave pointers on office 
dress in a new booklet. What a Secretary Should Know 
{bout Her Appearance. Her advice applies to the re- 
ceptionist as well: “The fewer things you have that can 
be worn only on social occasions, the better your busi- 
ness wardrobe will be. The dressmaker suit with different 
accessories will serve both uses. for example. while the 
strictly man-tailored suit does not always meet dress 
requirements. Buy conservative clothes that will last. and 
use high-fashion colors (which will look out of date next 
year) only for accessories and smaller items costing less 
money. Determine how many sets of accessories you can 
afford, and buy suits and dresses accordingly.” 

The guiding principles are “Smartness, rather than 
glamour: femininity, rather than frivolity; conservatism. 
but not drabness.” 

Constant upkeep of clothing and attention to grooming 
were stressed by an experienced receptionist. “Holding 
this position is like living in a goldfish bowl. You are on 
display eight hours a day. To be presentable requires a 
noncrushable wardrobe. easy-to-manage hair style, flaw- 
less grooming. and artful make-up.” 

Her system for appearing at her best: “I allow one 
hour each night for grooming chores and preparing my 
clothes for the next day. It’s easier to split beauty chores 

shampoo one night, manicure the next, and so on. | 
wash hose and lingerie every night; launder blouses, 
gloves, and scarves weekly; have a pressing session twice 
aw eek. 

“Femininity is an asset,” she added. “Picture the re- 
ceptionists you have seen. Chances are that you cannot 
recall meeting one with a boyish bob, severely tailored 
suit, flat-heeled shoes, and no make-up. If management 
wanted to create that impression at the front desk, it 
would have chosen a man for the job.” 

The receptionist also needs to watch her health, for 
the sake of appearance and dependability. Few things 
are less appealing than a woman who snuffles, whose eyes 
are red rimmed, or who sneezes constantly. 

Though great emphasis is placed upon the appearance 
of the receptionist, it does not mean that the post requires 
nothing more. An ornament is fine—on a Christmas 
tree; it has little value in a place of business. The 
woman's attitude and personal qualities must match or 
exceed her looks. For example, the receptionist should 
he above average in loyalty to her company. Her attitude 
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will show; if she’s not sold on the firm and its products 
or services, she can’t hope to “promote” them to visitors. 


Miss Information, Not Misinformation 


Interest in her company and in her work marks the 
successful receptionist. Nothing is more exasperating 
than a receptionist who can’t answer simple questions 
about her firm, who doesn’t know who called the type- 
writer repairman, or who can’t recognize the purchasing 
agent’s initials. 

As one woman pointed out, “You are supposed to be 
‘Miss Information’ for callers, not ‘Misinformation.’ It’s 
imperative to keep your company directory current. 
Every day, spend a few minutes making changes or add- 
ing information to it. You need to know when Joe Doakes 
has been switched from traffic to sales. Obviously, you 
also have to know who replaced him in traffic. 

“You should have an awareness of what is happening 
in the field in which you work. One way to develop this 
is to read company literature, material about new prod- 
ucts, employee bulletins, business newspapers. 

“It is part of your job to be curious,” she concluded. 
“If you ask for information tactfully and explain why 
you want to know, you will be well informed. You may 
even ‘train’ people to give you necessary information 
automatically. Most important of all, if you don’t know 
the answer to a caller’s question, know where to find it.” 


Tools of the Trade 


All the information in the world, however, won't be 
of much use unless it is organized for quick reference. 
The receptionist needs equipment to keep all necessary 
material handy and to do her job. One girl’s list of basic 
aids includes: Note paper, pen and pencils, file for call- 
ing cards, supply of catalogs and literature, company 
directory, local telephone directories, adequate telephone 
equipment, and an “Information” sign. 

Many receptionists have an “in-out” board that shows 
at a glance which executives are there, which ones are 
out and the time they will return. (Continued on page 50) 
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m No time to read? 

That alibi won’t do any more, not with the latest devel- 
opments in reading skills. All across the nation, from 
executives to secretaries to housewives, the reading race 
is on; and with competent tutoring it leads right to the 
door of the public library, where card-carrying members 
devour literature at speeds a spaceman might envy. 

Claims for such speeds vary from about 1,000 w.p.m. 
to the almost incredible rate of 24,000—a rate that would 
cover one page at just under one second and would 
swallow three to four books an hour. 

Are such speeds physically possible in the sense of 
really reading; e.g. without skimming and with full 
understanding of the written material? The experts are 
divided. But on one thing they do agree. Most people can 
and should improve their normal reading habits—and 
this is where you, the secretary, come in. 

Bulletins, brochures, daily newspapers, and business 
magazines . . . the materials that help qualify you for 
your own job and possibly for promotion as well .. . 
all these can be disposed of in a fraction of the usual 
time with new and improved reading techniques. Even 
novels and short stories read on your own time can be 
covered more quickly. The result is twofold: improved 
efficiency, and leisure that can be employed in more 
work, more reading, or just plain loafing. 

How is it done? In most schools by a program aimed 
at the characteristic differences between good and bad 
readers. 

Contrary to belief, the average reader does not move 
his eyes smoothly across a line of print while clocking in 
at his normal rate of about 250 w.p.m. Instead, he travels 
in fits and starts, sometimes taking in as little as one 
word at a time, then stopping to be sure he has it firmly 
in hand—and head. It is during such stops or “fixations” 
that written material is usually absorbed. The average 
reader may also be a traditionalist attached still to the 
childhood method of learning by speaking aloud; and, 
while he may have stopped vocalizing, he still waits to 
hear each word mentally before going on to the next. 
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READING = FASTER 


This prolongs each stop he makes. Moreover, as he goes, 
his eyes (still with stops and starts) sweep across the 
page—a form of visual gymnastics that takes time. 

In the process called “regression,” he finally gets 
moving—but, unfortunately, in the wrong direction. Per- 
haps eleven times in each hundred words he performs a 
literary back step that is his own version of the “Hesita- 
tion Waltz.” He returns to reread, double check, and redo 
material he has already covered. 

Very different is the speedy scholar. He concentrates 
on related phrases rather than isolated words. Instead 
of vocalizing either within or without, he lets written 
material go directly from the eyes to the mind and then 
moves confidently on—down rather than across the 
page. With such a movement, as though he were follow- 
ing a straight line drawn vertically through the center 
of the sheet, he can still take in words to either side of 
the line, but without wasting time and energy in athletic 
turns of the eyes, head. Finally, he is a forward-looking 
soul. No back steps for him. 

These qualities possessed by the above-average readers 
form an impressive list, but there is still some consolation 
for the rest of us. While a high IQ. an extensive vocabu- 
lary, and the power to think well often do go with excel- 
lence in reading, such characteristics are not limited to 
the exceptional reader. That stupidity and slowness go 
together in reading just isn’t so. Other factors enter in, 
too—emotional problems, eye or other physical defects, a 
lack of the proper education and background necessary to 
recognize words and interpret material correctly, and, 
finally, a dearth of the proper reading techniques men- 
tioned above. 

To eliminate this last problem, most schools devote a 
good portion of their 20-to-30-hour courses (average 
price $150) to machines. One, called the Tachistoscope, 
flashes words, numbers, or phrases on a screen for pre- 
determined seconds or fractions of a second. This teaches 
the student to absorb written material swiftly with an 
eye-to-mind technique and in phrases rather than simple 
words. Another, the Accelerator, unrolls written material 
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before the eyes of the student—again at a predetermined 
rate—while a shade, coming down over each line from 
above, prevents him from rereading or regressing. His 
performance is paced . and this brings up that old 
controversial question. 

Just how fast can you go and still call it reading? 
Well, take note... 

Evelyn Wood, founder of the Reading Dynamics Insti- 
tute. believes that man can achieve phenomenal speeds. 
To prove her point, she cites Theodore Roosevelt, who 
managed thre books a day between Presidential duties. 
and Dr. 
material as fast as he could turn the pages. To top them 
all off is the example of John Stuart Mill, 19th-century 
economist who complained that he couldn’t turn the 


Samuel Johnson, who galloped through written 


pages fast enough. 

Among her own students are several who claim to offer 
even Mr. Mill some competition. For instance: Robert 
Darling of Wilmington, Delaware, who holds the 24.000 
w.p.m. record mentioned previously; Senator Stuart 
Symington who claims a rate of 14,000 w.p.m. on light 
reading (but considerably less on government material ), 
and Senator William Proxmire, who claims he can com- 
plete a novel in three minutes. 

Yes, that’s right. Three minutes. 

Such speeds are, if not downright fantastic, at least 
far beyond the normal range. In actual fact, the goal 
set by Reading Dynamics is considerably more modest- 
to raise the average reader (who clocks in at about 250 
w.p.m.) up to five or ten times that speed. For example. 
in a class of thirty people only two or three are ex- 
pected to eventually zoom along at supersonic rates. 
while another two or three won't improve at all. The 
remainder will stay in the middle at 2.000 to 3,000 w.p.m. 

But whatever rate the stop watch records, complete 
understanding of what is read plus the ability to recall 
s. In fact, as 
speed goes up, so supposedly does comprehension in the 


it is also a stated goal of Reading Dynamic 


sense of understanding—and with it an increased vo- 
cabulary. 
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Reading Dynamics employs a copyrighted method of 
its own—and it is upon this method that jet speeds are 
supposedly based. Its name? “Page perception.” 

Using the hand as a pacer, the student is taught to 
read down the page 





in a zigzag or S-shaped pattern— 
taking in groups of words and paragraphs in one glance, 
without skimming. Eventually, with exceptional readers, 
the eye-to-mind technique takes over in a single compre- 
hensive look. And, in this way, high reading speeds can 
be reached. 

One student, in describing his experience, cited the 
moment of “breakthrough” when the print first blurred 
before his eyes and then came into focus as a complete 
entity, allowing him to see and understand everything on 
the page at once. 

Many cynics, including some very competent educators, 
find this description of events somewhat hard to believe, 
and many more persist in translating the term “page 
perception” by the word “skimming.” It is physically 
impossible, they say, for a human being to read and 
comprehend every word at the phenomenal speeds 
claimed by Reading Dynamics, since these go far beyond 
the usual limit decreed by nature. And. without compre- 
hension, the term “reading” is a misnomer.. 

While admitting that some extremely talented readers 
might be exceptions to this general rule, a large group 
of educators react politely with just two words, “Show 
me.” Still others feel that speed as an element in im- 
proved reading is being greatly overemphasized. 

Paul B. Panes, Director of New York University’s 
Reading Institute, put it this way: “Too much stress is 
being placed on speed, which ‘is only one aspect of an 
over-all picture. Background, the ability to recognize 
words and interpret material, the ability to select central 
thoughts of importance 





all of these are equally or more 
important. The problem of speed is only a very small 
” 
part of a large pattern. 
While machines such as the Tachistoscope and the 
Accelerator are used at New York University, they are 
only supplementary. Both of them (Continued on page 51) 
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@ How do you rate as the guardian of your employer's 
office finances? Like most secretaries. you may take for 
granted the personal banking chores you perform for 
your boss. They're standard. However. there are other 
financial matters. large and small. that you may be asked 
to handle. The actual routines may vary from office to 
office and from profession to profession, but the basic 
principles remain the same. 

The prime requisites for these important financial re- 
sponsibilities are two: a clearheaded. sensible approach 
to the problem, and a regular routine adhered to daily. 
If you shudder at the mere thought of adding a column 
of figures or typing a monthly statement, it might be an 
excellent idea to ask someone to explain the mysteries of 
the oflice calculator or adding machine .. . to take an 
evening course in secretarial accounting (your employer 
may be delighted to assume this expense) . . . to invest 
a few dollars in one of the excellent textbooks available 
on the subject.* Remember that procrastination makes 
many tasks seem worse than they actually are. 

Here are a few of the money matters you may be ex- 


pected to handle at some stage of your career 


Petty Cash 

It's a rare office that doesn’t have a petty cash fund 
to take care of small day-to-day expenses—the purchase 
of stamps. extra supplies, newspapers and magazines, 
messenger fees, and so forth. If you are made responsi- 
ble for the petty cash fund, you will inherit the cash box 
itself. a petty cash journal. a stack of blank requisitions, 
and the sum of money that has been decided upon as the 
proper amount to cover such incidentals—probably be- 
tween $25 and $50. 

Guarding the petty cash can be somewhat of a trial if 
you do not establish a few basic do’s and don'ts for 
vourself: 


a) In the petty cash journal, always enter, in ink, 


“Accounting for Secretaries,” Mayne & Crowningshield, 
Gregg Publishing Division, McGraw-Hill Book Co., Inc. 


Delis exchequer” 


by pegsy norton rollason 


the exact amount of every expenditure, the date. and. 
if your office requires it, the category of purchase for 
later income-tax records. (For instance. if you are work- 
ing in a doctor’s office and purchase medical supplies for 
him. this would be noted under “medical.” If the pur- 
chase was office supplies, it would go under “office 
expenses.” ) 

b) Always make out, in ink, a petty cash requisition 
for every expenditure, noting the merchandise or service 
paid for. date. and amount. Be sure to get the signature 
of the messenger. clerk. or other individual involved in 
the transaction. 

c) After each expenditure. double check your requisi- 
tions and cash on hand. Together. they should total the 
original amount of the petty cash fund. 

d) Always keep the box locked—in a locked drawer. 
Your boss should have one key. you the other. 

e) Maintain an ironclad policy that the petty cash 
fund is not for employee borrowing. This may seem un- 
duly strict. but it’s the only way of avoiding embarrassing 
complications. 

f) When petty cash is getting low. total your vouchers 
and prove the fund. (The cash balance plus the receipts 
equal the original amount.) Then ask that a check be 
drawn. payable to Petty Cash. for the total amount of all 
expenditures made. Cash the check and put the money 
back into the petty cash fund, ready for further business. 


Depositing Money 


You may work in an office where money frequently 
changes hands. Professional men—doctors. dentists. 
lawyers—often are paid directly for their services in cash 
or by check. Payments may also be received in the mail. 
If it is your job to handle this money, be sure to see that 
it reaches the bank every day. 

Your employer will have a passbook for his account or 
accounts. Make out a deposit slip. indicating the name 
of the bank on which the check is drawn (or its ABA— 
American Banking Association—transit number). the 
amount of the check, the amount of any cash in notes 
and silver, and the total of all deposits. Present the de- 
posit slip, money. and the passbook to the teller so he can 
enter the amount. 

If you handle large amounts of coins, you can obtain 
wrappers from the bank for rolling them in prescribed 
amounts. All of us are familiar with the 50-penny rolls. 
Other rolls are made up of 40 nickels, 50 dimes. 40 quar- 
ters, and 20 half-dollars in amounts of $2. $5. and $10. 
Be sure to write your company name on each roll before 
it is deposited. 


Reconciling the Bank Statement 


If you have gone so far as to handle the petty cash 
fund and make daily deposits of the cash and checks re- 
ceived by your employer, brace yourself for the in- 
evitable task of reconciling the monthly bank statements. 

It’s not so difficult as it may first seem, especially if 
you are already used to handling a personal checking 
account. The method of balancing your boss’ records is 


exactly the same. The statement will show the previous 
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month's balance. deposits and withdrawals made since 
then. and the new balance. It will be accompanied by 
the checks that have been cashed during that period. 

The day the statement is received, check all its figures 
against the office checkbook. Don’t be alarmed if the 
bank’s final figures and yours do not agree. There may 
still be any number of checks outstanding at the time the 
statement was made up. and you may have made new 
deposits. There will also be a monthly service charge. 
depending on the number of checks handled. 

A simple way of proving your figures is to: 

© Note the bank statement balance on a sheet of paper. 

© Add any deposits not listed on the statement. 

© Total these figures for a new balance. 

© Total any outstanding checks not listed on the state- 
ment. 

® Deduct these from the new balance. 

® Show adjusted bank balance. 

¢ Note the balance in your office checkbook at the end 
of the billing period. 

® Deduct the monthly service charge by the bank. 

®@ Show adjusted checkbook balance. 

© The adjusted bank balance and the adjusted check- 
book balance should agree. 

They don't? Then you will have to double check the 
statement. matching it with your checkbook, item by 
item. This should reveal the discrepancy. If you still 
can t track down the difference. take all your records and 
the statement back to the bank, and ask one of the oflicers 
to help you verify it. 


Writing Checks 


If you should be given the authority to write and sign 
checks 


sional office. or in small concerns with part-time ac- 


and this happens often in a one-man profes- 
countants . you.will want to know some of the safe- 
guards for protecting this trust. 

Your company probably has its checks printed with 
the firm name. address. and check number. If you are 
responsible for the checkbook, keep it locked up at all 
times it is not in use. 

If your firm uses a check writer to perforate the exact 
amount on the face of each check so that it cannot be 
altered. your work will be that much easier. You might 
want to suggest the purchase of such a machine if the 
volume of checks issued seems to warrant it. 

Here are some important do’s and don'ts to remember: 

a) Fill in the check stub immediately. before writing 
the check. to prevent overlooking this vital record. 

b) Always write checks in ink. 

c) Write legibly. 

d) Begin each line to the far left. and draw a line 
through any unused space. This will make it difficult for 
anyone to raise the amount after the check leaves your 
hands. 

e) Do not make erasures or alterations; most banks 
will refuse to honor such checks. 

f) If you make an error. mark the check “void.” and 
write a new one. Mark the stub void. also. and keep the 


original check so all numbers will (Continued on page 47) 
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@ “It is by presence of mind in untried 
emergencies that the native mettle of a 
man is tested.” Although these words 
were spoken almost a hundred years ago 
by a man who undoubtedly had more 
crises to deal with than you'll ever have 
to worry about. Abe Lincoln's insight 
has extended to secretaries of the twen- 
tieth century whose jobs. by nature, cer- 
tainly produce a large share of “untried 
emergencies. 

But maybe you don’t agree with him. 
You say that. no matter what amount of 
presence of mind you might have to cope 
with a new situation, you don’t come 
through it feeling that the quality of 
your temperament has been heightened. 
In short, you're harried by those unex- 
pected emergencies that do and will nod 
their exhausting heads: and they only 
tend to make you frazzled. 

What to do about office emergencies? 
Well. besides the conscious effort to 
remain a collected, calm secretary, there’s 
not much to do except to try to prevent 
them. 

Of course we can’t predict everything 
that’s likely to happen to you during 
the course of a typical office day, but 
the emergency situations described below 
might suggest others to you. 

For a starter, suppose the button falls 
off the cuff of your employer's shirt the 
day he is to address his business club 
at lunch. If you have a needle and some 
white thread tucked away in your bot- 
tom drawer for just such an occurrence, 
the button can be sewed on (by you) 
and the cuff won't flail the air over his 
roast beef. Keep an emergency kit in 
your desk, complete with different-col- 
ored threads (it might be his jacket next 
time). 

Your boss will appreciate other aids: 
spot remover, spare buttons, Kleenex. 
pins, even aspirin for sudden headaches 
on conference days. You ll appreciate the 
kit’s service, too, when that special out- 
of-town friend calls unexpectedly with 


24 








“everything happens to you” 





le 


tickets to a show that night. A few 
tricks with the cosmetic bottles and he 
will never know that today was one of 
your “look frumpish” days. 

Have you ever been caught without an 
exira pair of fresh white gloves and a 
clean scarf on the day that your boss 
asks you to take a woman client to 
looking like she 


stepped out of Jogue: there you are ina 


lunch? There she is. 


turmoil over your comparatively untidy 
appearance. If you keep extras at the 
office at all times, you won't be ill at 
ease now—and did you notice that broad 
smile when the boss informed you later 
in the day that he had made the deal? 
(With your help, of course.) 

It's a good idea to keep a typewritten, 
up-to-date list of your duties on hand at 
all times. Suppose youd made such a 
list for the girl who took over your work 
this summer while you were on vacation. 
Fortunately, it will still be available for 
your replacement when, at the last min- 
ute. youre called away for a few days— 
a funeral, perhaps, or an attack of flu. 

You wont know how helpful a cumu- 
lative file of your daily transcripts can 
be until you find yourself in a situation 
similar to that of a secretary we knew. 
One day, neither she nor her boss could 
remember either the contact or the name 
of a new firm that was expected to give 
the company a favorable bid on some 
construction work. Unknown to her boss, 
she had maintained a file of tissue car- 
bons by days. Luckily they both recalled 
that the requests for quotations on this 
special job had been sent out ten days 
before, so it was a simple matter to 
come forth with the carbon. And it was 
a lifesaver, too, for a telephone call 
brought the information that the quota- 
tion, which was several hundred dollars 
under the best bid received, had appar- 
ently been lost in the mails. 

Remember your shorthand teacher's 
advice to keep the notes in your dicta- 


tion notebooks dated and numbered so 


they can be read when “cold” if neces- 


sary? Youll realize how important it is 
when your boss unintentionally gives to 
another executive the last carbon copy of 
some specifications hed dictated a few 
weeks earlier, Of course the specifica- 
tions are needed urgently. and the execu- 
tive who has the copy is en route to 
Hawaii. Your foresight saves the day- 

your notebooks, in order and carefully 
dated, yield the dictation for the needed 
specifications and a new set can be 
promptly transcribed. The result—min- 





imum delay and a complacent secretary. 

If your boss has innumerable special 
dates to be remembered—from family 
birthdays to buying a car in 1963—it 
will be your job to remind him of them 
well in advance of the time that he 
needs the information. But—who will re- 
mind you? You might work out a kind 
of three by five card tickler file for just 
such dates and add notes whenever the 
boss asks to be reminded of something 
new. Then, every Friday afternoon be- 
fore leaving the oflice, go through the file 
for dates two weeks in advance and 
transfer the information to your desk 
memorandum. 

Perhaps you work for a multi-job boss. 
If, for a copy, you use a different color 
or type of paper with each letterhead, 
you Il be able to tell later, without read- 
ing the letter, from which company it 
was sent. [t will help in company identi- 
fication, too, when the content of the 
letter is vague. Or, if you've a multi-boss 
job and you constantly receive papers 
from the desk of each boss, put a date 
stamp on each item after you ve pro- 
cessed it. Then you can pick up smoothly 
after interruptions and, if a paper doesn't 
bear the stamp, you ll know that some- 
one has just left it with you. 

We hope you can translate these spe- 
cifics into generals and apply them to 
stop as many bottlenecks and emergen- 
cies as possible. Then your reputation 


for efficiency will grow and grow. 
e t=) tn] 
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TEPPING 


@ Let's admit happily .. . the holidays are gay. Dances, 
parties, and shopping all add to the excitement of the 
colorful Christmas season. 

But there may be one casualty—your feet. With all 
those activities added to your workaday routine. feet can 
really suffer. Just look at the rough treatment they take— 
boots and galoshes, high heels and needle toes, slushy 
puddles and cold winds, all taking their toll as you battle 
the shopping crowds. 

Finally you do get home. laden with packages. But 
you re still on your feet, rushing to make yourself beauti- 
ful for the evening’s dance or party. 

Aching feet show in the face, as well as in the posture 
ind walk. And nothing spoils beauty as quickly as frown 
lines, a slump, or a slouch. 

So take the advice of Jeanne Bryant, a beauty coun- 
selor for Dial Soap research laboratories, and spend a 
few minutes each day grooming your feet. As the poet 
Goethe said, “A pretty foot is a great gift of nature.” 
But even the prettiest feet need care to stay nimble and 
fleet. 
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At the end of a hectic day, ten or fifteen minutes spent 
relaxing with your feet elevated can be pure bliss. Or. 
for a quick pickup, Jeanne suggests trying a few of these 
exercises. They're especially therapeutic for feet that are 
tired from Christmas shopping. The exercises should be 
done barefoot. 

® With feet parallel, rise up on tiptoe. Hold for a 
count of ten before bringing the heels down. Repeat ten 
times and your ankles will feel much less rigid. 

® Sitting with your legs crossed. rotate the free foot 
in a circular motion. Repeat ten times with each foot. 
(This one can be done at your desk in the office when- 
ever your legs feel tense. ) 

@ Walk a few steps on the outer edges of your feet, 
keeping the toes curled. 

®@ Stand on a thick book, bend the toes over the edge. 
then relax them. 

@ With legs extended, point your toes, then bend the 
feet upward as far as possible. This relaxes the calf mus- 
cles as well as the feet. 


Day-to-day care of the feet should include a good 


TODAY'S SECRETARY 























scrubbing with a small brush during your shower or 
bath. If you wash with a round-the-clock deodorant soap, 
it will help keep feet fresh and free of odor-causing bac- 
teria. While your feet are still moist, use a pumice stone 
to remove calluses. First. touch the stone lightly to a 
moistened bar of soap, then rotate it gently but firmly 
over stubborn areas. 

Dry your feet carefully—especially between the toes. 
Vigorous rubbing with a rough towel stimulates circula- 
tion, too. Then massage the feet and legs with a little 
hand lotion. Place the thumbs of both hands on the arch 
with fingers on the sole of the foot. Massage alone each 
tendon with firm, circular motions. 

For a fillip, splash on cologne or dust with taleum 
powder. 


To maintain foot beauty as well as comfort, it’s a 


good idea to set aside a regular time for a weekly pedi- 
cure. It needn't take more than twenty minutes if you 
follow this method. 

After the daily bath and massage routine. cut the nails 


straight across with either scissors or clippers, and 
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smooth with an emery board. \pply cuticle oil around 
each nail and push the cuticle back gently with an orange 
stick. Scrub off the oil and dry feet, thoroughly. To avoid 
smudges and to make polishing easier, stuff cotton 
between the toes. Or use the new foam pedicure cush- 
ions that allow you to walk while your polish dries. 
Now, enamel the toenails to match the color of your 
fingernails. 

Even added beauty time won't insure foot comfort 
if your shoes don't fit. A shoe that’s too narrow, too 
short. or built on the wrone last can be the beginning 
of serious foot trouble. Corns, calluses, and bunions are 
caused by ill-fitting shoes. Wear medium heels for shop- 
ping expeditions if you can and, of course, flats for 
sports. Buy stockings one-half inch longer than your feet. 
Stocking-bond toes cause trouble even when your shoes 
fit properly. 

The moral of the story is—if the shoe fits, wear it. 
Shoe “savvy” plus loving attention to your feet equal 
a more beautiful walk, a more beautiful you from top 


to toe, and a happier holiday season. 
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Also copy for December OGA Membership Test 


(See instructions on opposite page.) 
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contest 


IBBONS, just how do you explain 

the popularity of your shorthand 
classes?” the somewhat bewildered prin- 
cipal asked his assistant. 

Gibbons smiled. “I'm afraid I can’t 
take any credit—its the International 
OGA Contest!” 

Modesty excepted. there’s a good deal 
of truth in this statement. The Gregg 
Awards Service. highlighted by its an- 
nual International Contest. adds spirit to 
classes. Students are eager to compete 
for individual and group awards while 
perfecting valuable shorthand skills. 

Nor is enthusiasm limited to the class- 
room. Witness this letter from a secretary 
at a large chemical company: “We girls 
didn't realize we could band _ together 
and send an entry until we saw pictured 
the group winner of last years Profes- 
sional Secretary Division. Now weve 
formed a ‘team’ to be eligible for this 
years competition.” 

The challenge of the big International 
OGA Contest affects young and old, stu 
dents and teachers, shorthand reporters 
and secretaries . . . all those who write 
Gregg as a business convenience or as a 
hobby. And enthusiasm is running espe- 


(Continued on page 55) 
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RULES AND PRIZES FOR THE 49. OGA CONTEST 


| erg ARE AWARDED on shorthand style 
only. Notes must be written fluently and ac- 
curately. Do not draw the outlines. Write them 
at a normal speed. Pay close attention to form 
of curves, size of circles, length of strokes, and 


slant—and write firm, smooth notes. 


Prizes are given for both team and individual 
effort. Ten or more entries from a school or office 
constitute a “team.” Fewer than ten entries are 
eligible for individual prizes only. 


School teams will be entered in their respective 
school divisions: Public High School, Parochial 
School, Collegiate (Colleges and Private Schools), 
and International (schools from countries other 
than the United States and its possessions). 
Teams from offices will be entered in the Pro- 
fessional Secretary Division. 


Prizes 


The Grand Prize. A beautiful loving cup will 
be awarded to the team making the highest score 
in the OG A Contest, and a $100 U.S. Savings 
Bond will be awarded to the teacher or super- 
visor of the winning team. If more than one 
teacher is represented in a team, the prize will 
be divided equally. School cups are permanent 
awards. 


Every team entered in the Contest, both from 
schools and offices, will be considered for the 
Grand Prize: but the team that wins it is auto- 
matically taken out of competition for the First- 
Prize Trophy in its respective division. 


Divisional Awards: 


First Place. First-Prize Trophy Cup will be 
awarded to the winning team and a $25 U.S. 
Savings Bond to the teacher or teachers. 


Second Place. A Second-Prize Wall Plaque, 
suitably engraved, will be awarded to the winning 
team. A personal prize, a beautiful leatherlike 
bound book, “The Social Secretary,” embossed 
in gold, will be awarded to the teacher or office 
supervisor. 


Third Place. Third-Prize Wall Plaque will be 
awarded to the winning team, and a gold-plated 
charm bracelet with OG A emblem in blue French 
enamel or an Esterbrook Fountain Pen Desk Set 
to the teacher or office supervisor. 


Vext Five Places. A handsome Prize-School 
Wall Plaque will be awarded to the teams winning 
the next five places, and a personal prize of a 
gold-plated charm bracelet with OG A emblem 
in blue French enamel or the Esterbrook Foun- 
tain Pen Desk Set will be given to the teacher or 
office supervisor. 


Next Fifty Places (all divisions): A Wall 
Plaque, suitably engraved, will be awarded to 
the teams taking the next fifty places in the 
Contest. 


Honorable Mention Certificates will be awarded 
to teams with a score of 50 or better, as follows: 
Gold Seal, rating of 70 or better; Red Seal, rat- 
ing of 60 or better; Blue Seal, rating of 50 or 
better. 


The O GA Honorable Mention Certificate, 
beautifully engrossed. may be had mounted at- 
tractively on a mahogany plywood plaque, 10 
by 12% inches, laminated with gold bevel and 
gold stripe around the Certificate and backed 
with an easel, for $5, postpaid. The certificate 
then becomes a beautiful and permanent award. 
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Individual Prizes 


All shorthand writers, except winners of first 
place in any previous O G A Contest, are eligible 
to compete. 

Individual specimens will be classified accord- 
ing to the status of the writer as follows: (1) 
Teacher, (2) Student, (3) Professional Secretary 
(including Shorthand Reporters). 

The Individual Grand Prize loving cup will be 
awarded to the writer of the best specimen re- 


ceived in the Contest. 


Identical prizes will be awarded in each Di- 
Vision: 


First Place. Loving Cup. 

Second Place. Plaque suitably engraved. 

Third Place. Plaque suitably engraved. 

Vext Ten Places. A gold-plated charm bracelet 
with OGA emblem in blue French enamel or 


the Miniature De Luxe Shorthand Dictionary. 


{/1 specimens rating Honorable Mention will 
receive the gold OG A Pin. 


Duplicate awards will be made in case of a tie 
in the individual event. 


Rating of Specimens 
Teams are rated on: 


1. Percentage of papers submitted from short- 
hand writers in class or office competing. 


2. Percentage of specimens qualifying for 
OGA Membership. 


e . ° . 
oe Percentage of specimens awarded Honorable 


Mention. 


1. One point additional credit will be given 
for each Honorable Mention, and one-half point 
of additional credit will be given for each Junior 
student who qualifies for O G A Membership. 


Contest Committee: Anne G. Kovacs, Kathryn 
Schroeder, Charles E. Zoubek, Charles Rader, 
Howard Newhouse. Henry Boer. 


Read the instructions carefully before prepar- 
ing individual and team papers. 





ATTENTION TEACHERS 


To avoid delay in delivery of your 
awards tests, please see that sufficient 
postage is put on the package at the 
time of mailing. Postage on tests must 
be paid for at first-class postage rates. 

Do not use prepaid envelopes. The 
Awards Department does not pay post- 
age on tests and is unable to accept 
mail upon which postage is due. To 
avoid delav and disappointment, there- 
fore, please see that sufficient postage 
is paid at the time tests are mailed. 











General Instructions 


1. The Contest copy on the opposite page only 
can be used. 


2. Use good penmanship paper, preferably 


ruled. 


3. Pen (preferably) or pencil may be used, 
except in the Teacher Division. Either pen-writ- 
ten notes or a photograph of blackboard notes 
may be submitted in the Teacher Division. 


1. Write your name and address at the top of 
the Contest paper. If you are a teacher, mark 
your Contest entry “Teacher Division.” Give 
the name and address of your school and state 
whether or not you hold an OG A Membership 
Certificate or other Contest award. 


If you are a reporter, stenographer, or secre- 
tary, give the name of your firm and mark your 
Contest copy entry “Professional Secretary Di- 


vision.’ 


5. Only one paper may be entered by any one 
contestant. The Contest copy may be practiced 
for the development of a good style before the 
final Contest copy is written. 


6. Mail Contest entry to OG A Contest Com- 
mittee, TODAY’S SECRETARY, 330 West 42 
Street, New York 36, N. Y. Postage must be 
paid at first-class rate. 


7. An OGA Contest Blank, properly filled out, 
must accompany School Contest Clubs. Teachers 
may obtain the blank by sending requests to the 
O G A Contest Committee, together with a 
stamped, self-addressed envelope. The Contest 
Blank is required with School Club entries only. 


8. There is no fee for submitting entries in 
the Contest. 


9. If the Contest entry, however, is to be con- 
sidered for the OG A Membership Certificate or 
Pin also, the. paper should be addressed to the 
Membership Examiner, TODAY’S SECRETARY, 
330 West 42 Street, New York 36, N. Y. The 
usual fees for Membership application will be 
required: 15 cents for Membership Certificate; 
60 cents for Superior Merit Certificate or O G A 
Pin. Superior Merit Certificates are issued only 
dm qualifying pen-written specimens. The Supe- 
rior Merit Certificate may be mounted on a 
plaque for a charge of $5.50. 


10. The Contest closes March 1, 1962. (Con- 
testants outside the United States have until 
March 15.) Results will be announced in the 
June issue of TODAY’S SECRETARY. No re- 
port on the contest, other than the published 
report in the June issue, can be made. Certificates 
on Membership applications and the prizes will 
be mailed when ready. 


11. Only one team may be entered from a 
school or office, but the entries of contestants of 
more than one teacher or department may be 
combined into one team representing the school 
or office. 


12. In order for us to rate school teams proper- 
ly, the teacher must state specifically which are 
Senior and which are Junior students. 


“Review” students or postgraduates must be 
entered as Seniors. 
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A CHRISTMAS VISIT 


My neighbor received a letter from his oldest boy, who 
has become a prosperous executive since he went to live in 
the city ten years ago. “The city,” says he, “is really not 
such a nice place to live in. [’m just a country boy who’s 
looking forward with great happiness to Christmas time, 
when I’ll be home and have a chance to breathe pure air. 
Ill surely welcome dark, still evenings unmarred by flashing 
city lights; a little rest will make me fit and calm me down 
a little. I also want to get outdoors and lend a helping hand 
with the chores around the farm.” 

When this boy was on the farm he hardly ever did any 
work; the thought of work filled him with fear and he knew 
just when to vanish conveniently. He growled about the 
barnyard’s scent and loudly stated his intention of leaving 
country life to go someplace where he would find excite- 
ment, crowds, bright lights, and fun. But now that he has 
done it, he sounds as if he didn’t really want to go. He’s 
returning to the country joyously—to stay for just one week. 


Ideal Christmas Gifts 
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Select from 50 styles for women and 20 styles for men. 








17-Jewel Watches, now only $49.95* 


*(Plus Federal Excise Tax.) 


Qinw 


Regularly $65 to $79.98 






STYLES FOR MEN: An outstanding selection of fine watches, 
ing styles for every occasion, every purpose, every taste. NN 
now=--for yourself or for Christmes Gifts. Every watch carries 
the rezupllr William Carter one-year guarantee against mechanical 
defects. 


Some watches are water-resistant and shock-resistant, some have 
luminous dials and s@me have sweep second hands. Most styles 

= dress straps, but there are some bracelet styles. 
—— FOR WOMEN: Dress, sport, diamond, lapel, bangle, bracelet, 
Simulated pearl- or rhinstone-studded. There are some water- re- 
sistgnt and shock-resistant in the yr styles have lumi- 





~~ 
nous dials and some have sweep second ds. 


Watches, Carter's Main rioos)— Lb cage) 


Also at the 5th Street Store 


Our Budget Payment Plan may be used on purchases of $50 or more. 


Store Hours: 9:30 to Gree daily; Friday, ‘nl to L 


SH4s- 1230 F006 
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(Order of Artistic Typists) 





Arrange this article as attractively 
as you can on a sheet of plain 
white paper. 


To qualify for an award, your work 
must be neat and clear, without 
typographical errors or strikeovers, 
correctly spelled and punctuated, 
and well placed. Also, no erasures 
are permitted. 


Practice the material as many times 
as you wish and then send us 
your best copy. 


To Get Your Award 


Mail your work to the Gregg Awards Depart- 
ment (16th Floor, 330 West 42 Street, New 
York 36, New York), accompanied by the 
correct fee: 15 cents for each certificate; 50 
cents for each OGA, OAT, or 50-word CT 
pin: 75 cents for each higher-speed CT award. 
e Be sure your name and address appear on 
your paper. @ Any group of papers submitted 
should be accompanied by a typed list of 
names, designating the award desired by each 
candidate. @ Test applications received with- 
out fees are held thirty days only. e Each 
Competent Typist Test must be certified by 
the timer. The certification should read as 
follows: “I hereby certify that I timed this 
test for exactly ten minutes and that it 
was written in accordance with the rules.” 
e December copy is good as membership tests 
for OAT, CT (page 38), and OGA awards 
until January 25, 1962. 


000 
SENIOR 


For the Senior OAT Award, type a 
corrected copy of the advertising 
piece alongside. Be sure to 

make all the corrections 
indicated. 





The copy should be typed on plain 
paper. You may retype it as many times 
as you wish until you feel that the 

copy you are submitting represents 

your very best work. 
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Paper 


TERMS IN GREGG SHORTHAND 


absorbency—That property of paper that causes it to take in 
the liquids with which it comes in contact. 


air brush coating—A method of coating paper on one side in 
which the coating mixture is applied by a metal roller and 
distributed by a thin, flat jet of air coming from a slot in 
a metal blade that extends across the machine. The air 
removes the excess coating and smooths the surface. 


alkali-proof—Applied to paper that resists changes in color 
caused by contact with alkaline materials. Also, paper 
dyed with colors that resist the action of alkali. 


alum—An aluminum sulfate used for precipitating the rosin 
size onto the pulp to give water-resistant qualities to the 
paper. 


aniline dyes—Derivatives of coal tar classified accordingto ?7~__®—- A 


the degree of brightness or fastness to light. 
antique—Paper that has a natural rough finish. 


asphalt papers—A general term that includes paper saturated 
or coated with asphalt or other bituminous material. 


barking drum—A large rotating cylinder in which pulpwood 
logs are tumbled against one another to remove the bark. 


basis weight — The weight in pounds of a ream (either 480 
or 500 sheets) of paper cut to a given size. 


beater—A large mixer in which pulp is mixed with the other 
ingredients of paper. 


bleach—A chemical used to whiten paper pulp; a solution of 
of chlorine or similar chemicals. 


blister—A defect in paper that occurs when paper is dried 
too suddenly on the drying cylinder or when the felts 
(q.v.) are not in good condition, leaving air between the 
felts and the sheet. 


bloodproof paper—A blood-resistant wrapping paper used by 
butchers. 


blotting paper—An unsized paper used for purposes where 
absorptivity is the required characteristic or where a soft 
spongy paper is needed. 


bogus—Applied to papers and paper boards manufactured 
principally from old papers or low-grade stock in imita- 
tion of grades using higher quality raw materials. 


bond paper—Originally was paper used for printing bonds 
and stock certificates. Now is used for letterheads and 
other printing purposes. Important characteristics are 
finish, rigidity, strength, freedom from fuzz. 


bonding strength—The resistance of a coated or uncoated 
paper to the picking or lifting of its surface fibers, 


brightness—The measure of light reflected to the eye from 
the surface of paper. 


brush finish—A coated paper run under stiff brushes after 
coating and before calendering to give it a high finish. 


bursting strength—The resistance of paper to rupture under 
pressure, as indicated in pounds per square inch on a 
Mullen or ‘‘pop’’ tester. 


calcium carbonate—A white pigment used in coating paper. 


caliper—The thickness of a sheet of paper measured under 
specified conditions. It is usually expressed in thousandths 
of an inch (mils). 


casein—A protein obtained from milk and used in the sizing 
of paper and as an adhesive in the manufacture of coated 
papers. 


cellulose fiber—The fibrous material remaining after the non- 
fibrous components of wood have been removed by pulp- 
ing and bleaching operations; used in making paper. 
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chemical pulp-The pulp obtained by cooking wood with 
solutions of various chemicals. The principal chemical 
processes are the sulfite, sulfate (kraft) and soda 
processes, 


oO 
oy 


chip board—A paper board used for many purposes where 
strength and quality are not needed, 


chipper—A machine with rotating knives that cuts pulpwood 
logs to chips about 1 inch square and 1/8 inch thick. 


coated book paper—A book paper that is coated on both 
sides, for fine halftone printing, 


SO 
coated offset—A coated paper made especially for offset YW & 
printing. 
cockling—A rippling effect on the surface of a sheet of m . 
paper that has not been properly dried. Moisture pickup 
of the sheet can also cause the cockling or wavy edges. 
coniferous—Trees belonging to the Coniferae species, so ’ > 
called because the trees bear cones, as the pines and 
firs. This type of wood is used in making sulfate and 
sulfite pulp. 
corrugated board—A paper board that has altemate ridges Cc 


and grooves. When it is pasted to another flat sheet of 
board, it becomes a single-faced corrugated board; if 
pasted on both sides, it becomes a double-faced corm- 
gated board or corrugated (shipping ) container board. 


crepe paper—A general term descriptive of an effect simu- 7 - 
lating crepe produced by crowding the wet sheet on the C 
roll. 


cutter—A machine that cuts rolls of paper into predetermined 
sheet sizes, 


deciduous —A 
annually. 


tree of a species that loses its leaves 


digester—A large pressure vessel in which wood chips are 
cooked to separate the fibers from each other and from un- 
desirable particles in the wood, 


direct process paper—Paper especially designed for treat- 
ment with a light-sensitive coating, 
paper for diazo reproductions, 


Then used as copy 


doctor—A device for keeping the surface of a roll clean by a 
scraping action. It may be a fairly rigid piece of plastic 
extending across the face of a roll or it may be a very 
thin sheet of metal with a sharpened edge. 


dryers—The steam-heated cylinders that dry the paper as 
it proceeds along the paper machine. 


dunnage—Materials used for stowing and protecting cargo 
while being transported, such as props, braces, etc. 


duplex coater—A machine that coats the two sides of a web Av 
of paper simultaneously. 


Elmendorf test—A test that determines the tearing resistance 
of paper. 


emulsification—The process of dispersing one liquid in 
another when the two liquids normally do not mix. 2 


English finish paper—A grade of paper that is between ma- 
chine finish and supercalendered in degree of smoothness. 


erasability—That property of a sheet which resists erosion o? 
by erasure, 


e 


fanning—The process of manually inspecting skids of paper - P 
for visible defects. 


felts—The woven cloth used to carry the web of paper be- 
tween the press and dryer rolls on the paper machine, 


felt side—The top side of a sheet of paper when it is formed 
» the wire, opposite the wire side, YY 











fiber analysis—A microscopic process for determining the 
constituents in a given sheet of paper. 


fibrillae—The threadlike elements that make up the cellu- 
lose fiber and that are partially separated by the action of 
the beater. 


fish eyes—The translucent spots caused by slime, foreign 
materials or undefibered portions of stock that become 
glazed when the sheet is calendered. 


Fourdrinier—The name given to the wet end of the paper ma- 
chine. Now usually applied to an entire modern paper 
machine, 


furnish—The list of ingredients that make up a particular 
type of paper. 


fuzz—The fibrous projections on the surface of a sheet of 
paper that are caused by excessive suction, insufficient 
beating or lack of surface sizing. Lint appears in much 
the same manner but is not attached to the surface. 


glarimeter—The instrument that measures the amount of gloss 
(or glare) of a sheet of paper. 


grain direction—The direction taken by a majority of the 
fibers in any sheet of paper. Synonymous with ‘‘machine 
direction’’; the opposite of ‘‘cross direction.’’ 


groundwood papers—A general term applied to a variety of 
papers made with substantial proportions of mechanical 
wood pulp together with bleached or unbleached chemical 
wood pulps(generally sulfite) or a combination of these. 


guillotine—An instrument for trimming paper with a down- 
ward cutting motion. 


gummed paper—A general name for any paper coated on one 
side with an adhesive gum, the adhesive being a dextrin, 
afishor an animal glue ora blend of two or three of these. 


humidity—The moisture content of air. 


hygrometer—An instrument for measuring the moisture con- 
tent of a pile of paper. 


hygroscopic—That property of paper that makes it prone to 
absorb moisture. 


India paper—A paper used in dictionaries, Bibles and ref- 
erence books where a very lightweight, strong, opaque 
paper is required, 


jog—The mechanical or manual operation of producing a 
smooth-sided pile of paper by knocking them against a 
smooth flat surface, 


Jordan—A m27hine used to control the length of the paper 
fibers. Paper pulp goes through the Jordan after it has 
come from the beater and before it goes to the paper 
machine. 


kraft paper—A paper of high strength made from sulfate pulp. 
Varies from unbleached kraft used for wrapping purposes 
to fully bleached kraft used for bond and ledger papers. 


laid—The ribbed appearance in writing and printing papers 
produced by a dandy roll on the paper machine, the wires 
of which are laid side by side instead of being woven 
transversely. 


laid antique—Any paper carrying a laid mark and having an 
antique finish. Usually used for books. 


machine finish (abbreviated M.F.)—A moderately smooth 
finish applied to paper on the paper machine. 


mill brand-A paper that is given a name by the manufac- 
turer, 


moisture content—The per cent of moisture found in finished 
paper. The amount varies according to atmospheric con- 
ditions. 


Mullen tester—Equipment that tests paper for its bursting 
strength. 


newsprint—A generic term used to describe the paper stock 
used in the publication of newspapers, 


offset paper—A paper designed for use on 
Characteristics: Resistance to distortion 
or shrinking, good pick strength, freedom 
smooth surface that will take ink evenly. 


offset presses. 
from stretching 
from fuzz and a 


opacity—That property of paper that prevents ‘‘show-through”’ 
of dark printing, etc., on or in contact with the backing of 
the sheet. Opposite of transparency. 


overrun—A quantity of paper made in excess of the amount 
ordered, Trade practices permit a certain tolerance for 
overruns and underruns. 


overs—The number of extra sheets included in a shipment to 
cover a normal amount of spoilage. 


pH value—The degree of acidity or alkalinity measured on a 
scale from 0 to 14, with 7 as the neutral point. From 0 to 
7 is acid, 7 to 14 is alkaline. 


picking—The lifting of any portion of a paper surface during 
printing. Usually due to inadequate surface sizing or ex- 
cessively tacky ink. 


pigment—An insoluble powder used to color paper. 


pyroxylin-coated paper—A paper that is coated with a pyroxy- 
lin lacquer. The coating makes the paper water repellent 
and glossy. 


quire—One-twentieth of a ream; 24 (sometimes 25) sheets of 
paper of the same size and quality. 


rag content—A term which indicates that a paper contains a 
percentage of rag pulp. 


ream—A quantity of paper (480 sheets but sometimes 500 
sheets). 


ream marker—A piece of paper used to show the division be- 
tween reams. 


rewinder—A machine that takes rollsof paper from the winder 
and slits or rewinds them into smaller rolls. 


rosin—A natural resin obtained after distilling the turpentine 
from the gum of the southem pine. When cooked with 
caustic soda or soda ash, it forms a soap that is used for 
the sizing or waterproofing of paper. 


shavings—The strips of paper that are cut from the sheet or 
roll in a trimmer, rewinder or cutter, 


shives—Uncooked wood particles that show up in the finish- 
ed sheet. 


sizing—A water-resisting material that is added to paper, 


skid—A platform, usually wooden, on which sheeted paper 
is packed for shipment. 


slush pulp — Wood fibers that are mixed with water so that 
the mixture can be pumped. 


static electricity—Charges of electricity that may be con- 
tained in paper that has been improperly dried or has sus- 
tained excessive pressure in calendering; is particularly 
apparent in paper that is too dry. 


sulfate—The alkaline process of cooking pulp. Often referred 
to as the kraft process. 


sulfite—The acid process of cooking pulp. 
cooked by this process. 


Also the pulp 
supercalender — A stack of highly polished rolls, used to 
give an extra finish to paper. 


tissue paper—A general term for papers of a gauzy texture 
that are fairly transparent. 


trimmer—A machine that cuts sheets to final size by the 
diagonal motion of the cutting blade or knife. 


vellum finish—A full, toothy finish on paper that is relative- 
ly absorbent for fast ink penetration. 


watermark—A translucent marking made in paper while it is 
still wet for the identification of the paper. 


web—The continuous sheet of paper forming or having been 
formed and finished on a paper machine, 


wire mark—The impression left on a web of paper by the 
wire of the Fourdrinier. 


wire side—The surface of a sheet of paper that was next to 
the wire when formed; opposite the ‘“‘felt’’ side. 


wove paper—Any paper showing no laid or chain lines, 
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RANSCRIPTION 
CORNER 


Check the letters below for misspellings, grammar mis- 
takes, inconsistencies, and any other type of error. Be 
sure to check for correctness of punctuation, too. When 
you feel you have found all the mistakes, turn to page 55. 





Dear Mr. James: O 


Of course you realize that being granted 
credit by any company is a privilige. 
With that privilige the customer must 
accept the responsibility which goes a- 
long with it. How he meets his financiel 
obligations to the company is not only 
important to that particuler co. but to 
others with which he may deal in the 
future. 


Before other companies extend credit 

to him, they will investigate his passed 
credit relationshipps. To find out 
whether his credit rating is satisfac- 
tory or unsatisfactory, they need only 
call or write a center credit rating 
assoc. such as the one to which we 
belong. 


When you next apply for credit, we are 
sure that you do not want the company 
concernd to be told that "Thomson's 
reports an unsatisfactory rating for 

you. Therefor, we wish to remind you 
again of your unpayed balance of $140, 
which was due severel weeks ago. Please 
help us to keep your credit rating satis- 
factory. 





a Yours truly, 











Dear Mrs. Arnold: @ 


With Christmas just a few weeks away, we 

know your shopping must be completed. It 
isn't? You still haven't decided what to 
give some of those special people on your 
list? We have a suggestion! 


To be sure that your gift will be just 

what each person want, and need give cer- 
tificates from "Lilly's". After the Christ- 
mas rush has past, the recipents of the cer- 
tificates can come in and chose their gifts 
from our fine selection c*® wearing apparell, 
and unusul household items. 


The certificates are available in amounts of 
five dollars to $100. They are attractivly 
boxed & wrapped. Come in today to buy the 
gift that will surly please! 


Yours truly, 
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A PRACTICAL GIFT--page 30 
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stickler ' Pa sie Beatle 
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umbrella 
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frilly decorative things 


stamp dispenser 


shopping jaunt 
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OPERATOR FIVE--page 41 
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ritual y te itil 
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recommended eo 


imperceptible 


5 
manuscripts Z ae 


reflectively 


ridiculous” DoF 
substantial 
quizzically : a 

2 
heresy ex 
cluttered ae 

7 

instilled 


Y~— 
flooding a 


ie Kees p> 


matter-of-fact 


' STICKLER (meaning): One who stubbornly insists on some 
particular point, especially some trifling thing. 


2 ACCESSORIES (spelling): Note that this word has a double 


c and a double s —and it is pronounced ack-sessories. 


3 GINGERLY (meaning): Cautiously, carefully. 


4 
RECOMMENDED (spelling): Remember that this has one c 
and two m’s. 


5 IMPERCEPTIBLE (meaning): Here, not perceivable by the eye. 
6 QUIZZICALLY (spelling): Note the double z. 


, INSTILLED (meaning): Taught and impressed by frequent repe- 
tition. 








DECEMBER 
competent typist test 


(THIS COPY SHOULD BE DOUBLE SPACED.) 

There is a mistaken but widely be- 
lieved opinion which holds that citizens 
of continental Europe are cold, un- 
friendly, and critical of visitors to their 
land. Supposedly, they offer no pleas- 
ant remarks or actions unless they can 
gain something by doing so. But the 
wonderful experiences of many visitors 
have proved that the native of foreign 
shores is charming, helpful, and some- 
times more hospitable to a visitor than 
the visitor’s own countrymen would be 
if the situation were reversed. 

Traveling in a second-class compart- 
ment on any continental train proves 
that chivalry and hospitality can be 
found. For example, take an ordinary 
journey from Venice to Rome—a jour- 
ney that takes some eight or ten hours, 
depending on the feelings of the rail- 
road officials. In that time any visitor 
is welcomed, given helpful informa- 
tion, and provided with conversation. 

At the beginning of the journey, the 
compartment chosen may be unoccu- 
pied but for the visitor. As the train 
halts in the many small villages, how- 
ever, other passengers enter the com- 
partment and occupy the empty places. 
Some are returning from spending a 
few days with relatives, while others 
have just finished a longer vacation and 
are returning to their various profes- 
sions. But all are usually cheerful and 
talkative. 

They always seem to be hungry, for 
they bring giant sandwiches, loaves of 
bread, bottles of wine, and other items 
of food or drink to insure a satisfactory 
journey. So common is this arrange- 
ment that many trains have no eating 
facilities for the starving visitor. This 


WORDS 


7 
15 
22 
30 
38 
46 
53 
61 
69 
76 
84 
91 
98 

105 
112 
120 
127 
134 
142 
150 
158 
165 
173 
180 
186 
194 
202 


217 
224 
231 
239 
247 
255 
257 
264 
272 
280 
288 
295 
303 
311 





To compute speed, note the number indicated at the end of the last line 


you copied completely and add 1 for each additional 5 strokes typed. To 
get the gross speed, divide total by number of minutes; or, to get net 
speed, subtract 10 for each error before dividing by number of minutes. 
More than five errors disqualifies a Competent Typist Test for an award. 
WORDS 

unpleasant situation is alleviated by the 320 
generosity of the natives, who will usu- 328 
ally give the visitor some of their 335 
own dinner to help him satisfy his 342 
hunger. Sometimes, of course, this may 350 
not happen; but the tourist can always 358 
purchase something from the gaily 36 
colored pushcarts that rush to the win- 372 
dows of the train as it halts at each 380 
village. 382 
After their appetites have been con- 389 
soled, most of the natives turn to the 396 
amusement of interesting conversation. 404 
For a time they consider the journey 12 
itself, their various families, the pleas- 420 
ures of vacations, music, the political 428 
situation, and any subject that comes to 436 
their minds. Eventually they turn to 444 
the visitor, seeking to include him in 451 
the conversation so that he, too, may 459 
have a good time. Language difficulties 467 
may, of course, cause problems; but 474 
the natives have a solution. Violent 482 
arm waving, sign language, and good 489 
will can make communication possible. 497 
Within minutes, the visitor is ques- 504 
tioned on his experiences in this for- 511 
eign country and on customs in his own 519 
land. Then he often hears the history 527 
of some relative who lives outside of 534 
Philadelphia or Chicago and has strug- 542 
gled to become rich. In this manner the 550 
journey passes pleasantly and with in- 557 
terest, and the train finally reaches its 566 
destination. 569 
If the visitor is a woman, some gen- 576 
tleman will usually bring her luggage 583 
down from the rack and will prove 590 
helpful in carrying it through the sta- 597 
tion. He will then find a taxi and again 606 


welcome the visitor to his land. 


612 


(If necessary, repeat from the beginning to complete a ten-minute test. ) 
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The material below is the same as the C.T. Test across th 
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page, and it is provided so that you can test and compare I RAN = C RIB IN G@G 


your speeds of typing from print and from shorthand. Com- 
pute your rate on this word-counted material in the same 
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. 1/16 of a pound, avoirdupois 
. Each one (referring to all) 

. Physical substance 8/ 
. Increased in size 
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+ 52 of these make a year 

. Apply oneself to acquisition of knowledge 79 

. Favorable time or occasion; chance 81 

. To look at again or go over again (as 82 
lessons) 83 

. More rapidly 84 

. Desires 

. In spite of the fact that 


21. People who become surety for others by 1 
bond 2 
23. Not long past 3 
25. Past tense of lie 4 
27. Short literary composition on a particular 5 
subject 6 
29. Physical coercion; intensity of effect 7 
31. Wrath 8 
32. An automobile 
33. That which is renovated or restored 10. 
35. Pleasing, or worthy of being desired iy & 
37. Sudden fear; warning sound 14. 
39. Pertaining to feelings of joy, sorrow, 15. 
fear, and the like 16. 
41. A mental feeling or appeal to tender 
emotions i 
43. Go along with 19. 
44. A railroad station 20. 
46. Sofas 
49. Disorder or confusion 22 
52. Tale 24 
54. Negative correlative 
56. To give a wrong name to 26 
58. Expression of what is beautiful or 28 
appealing 
59. Center of population generally larger 30 
than a village but not incorporated 32 
as a city 
61. A summer month 34. 
62. One who keeps secret watch on actions of 
others 35. 
63. A written communication 36. 
64. A composition in verse 38 
66. Not idle 
68. Go fast 40 
69. Whole 42 
71. One who is in business 45 
73. Disconnect 47 
76. Money returned 48 
78. Organ of hearing (plural) 49 
40 


&3 











SY 














. Fifth day of the week 

. Deserve 

. A bride usually wears one 

. Two or more horses harnessed together 
. A drinking vessel 


VERTICAL 


. Exclamation of pain 

. More than two 

. Comfort 

. Inspect or scrutinize carefully 

. A measuring instrument 

. One of the digits of the foot 

. The solid surface of the earth 

. Plural pronoun, objective case, first 


person 

A figure of six equal square sides 
That which is owed (plural) 

Small body of water 

Resembling a rose; promising success 
Sums of money raised for a particulay 


purpose 
To dwell permanently 
Killer 


A plausible or scientifically 
acceptable principle 


. To be filled to running over 
. A short trip to do something for a 


person 


. Military organization 
. Short narrative of an interesting 


incident 


. Room where business is taken care of 
. Series of operations to bring about 


desired results (plural) 
One who makes decisions on plays made 
in games such as baseball and cricket 
Give or transfer something to another 
A commercial or industrial enterprise 


. Those who guide others and are in 


command 


. Luster, polish, sheen 

. Period of time (plural) 

. A selling again 

. Disapprove and prevent enactment of 
. Ina short time 

. Throughout the continuance of 


50. 
St. 
53. 
55. 
57. 
60. 
61. 
64. 
65. 
66. 


67. 
70. 
72. 


74. 
75. 
77. 


79. 
80. 





To entertain and excite mirth in 

Excavate beneath 

General course or tendency 

Examine and verify, as an account 

Come near to 

Eat in small bits 

High-ranking officer of an army 

Evidence which convinces one of a fact 

A weapon that can be thrown or shot 

Sew with long stitches to hoid 
temporarily 

One who writes editorials 

To press or smooth 

A public place where a commodity 
can be sold 

To put a question to 

More than a few 

A single human being as distinguished 
from a group 

The first digit of the hand 

Having a consequence; significant 
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of basic monthly expenses. In a_busi- 
ness, this would be equivalent to cost 
control and, unlike the old-fashioned 
budget, there are no rigid “fixed” ex- 
penses. Everything is open to question 
and modification subject to family goals. 
For, even if mama has gone back to work 
for the pleasure of it, rather than for 
immediate cash, every family is working 
towards the fulfillment of many short- 
. education, 
debt reduction. building a fund for in- 


and long-range ambitions . . 


vestment, reducing a home mortgage . . . 
well, you name it! Vital here, however. 
are family co-operation and shared goals. 
Compromise can often avert the serious 
mistake of making any member of the 
family feel that he or she is being 
coerced. If one of the first things mama 
wants to spend her salary on is new floor 
covering for the kitchen, but father is 
looking forward to a general easing off 
of monthly pressures because of an ad- 
ditional pay check, neither one is going 
to be happy unless they come to some 
kind of preliminary understanding. 

The third step in the planned spend- 
ing program is to test its workability for 
you. This means the keeping of a spend- 
ing record by every member of the 
family who has money to spend. It 
doesn’t mean going into intricate book- 
keeping, setting aside envelopes, or rul- 
ing elaborate charts. Instead, it requires 
working out a simple, realistic system of 
jotting down expenditures to check for 
money leaks: to analyze “abnormal 
spending”; and, above all, to provide a 
flexible control center for your program 
as a whole. With this record, you'll be 
able to reappraise your original esti- 
mates and bring your spending—and 
therefore your family’s financial health 
—closer to reality. 

Getting into the habit of thinking 
about money . . . wisely disbursed in re- 
lation to family goals... is probably the 
best way of “taking the curse off” re- 
tirement planning. Let’s admit it, right 
at the start. The line of thinking and the 
mood engendered in considering our old 
age ... even providing comforts for that 
“far-off” time ... is anything but cheer- 
ful. We don’t believe, seriously, that this 
has anything to do with America’s sup- 
posed youth fetish. It’s just not easy to 
visualize ourselves as no longer the cen- 
ter of busy family activity, business re- 
sponsibility, wide community endeavor 
... all, of course, in the pink of condi- 
tion. To be brutally frank while we’re at 
it, it’s increasingly difficult, considering 
today’s world situation, to make a sensi- 
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ble committed decision. Do we buy an 
endowment policy now for retirement life 
insurance, or do we take that money and 
invest in a fall-out shelter for “living” 
insurance? But putting aside the most 
pessimistic view, it does behoove the in- 
telligent adult to examine, at least tenta- 
tively, the groundwork that must be laid 
for future income. 

This is particularly important for wom- 
en who seem to have the edge on long- 
life tables. A financially independent old 
age is about the last direct expression of 
maternal thoughtfulness we can make... 
aside from its undoubted benefits to our- 
selves. No one likes to think she will be 
dependent on her children or, even less, 
dependent on the community. 

Now, the picture for families at a 
certain present economic level is not 
bleak at all. A recent news story quoted 
G. Warfield Hobbs, president of the Na- 
tional Council on the Aging, as saying 
that the next generation of older persons 
will be “at least twice as well off finan- 
cially” as the elderly of today. More 
education, more skilled labor, higher 
wages, longer working periods. pensions, 
Social Security, and savings (“increased 
fourfold in the last ten years”) are all 
adding up to more secure retirement. 
Nonetheless, staggering and often un- 
predictable expenses can occur. . . fami- 
ly emergencies, medical bills, severe and 
sometimes chronic illness and many 
others. 

A plan to cushion such financial blows 
must be carefully balanced. To depend 
on insurance alone, or savings, or invest- 
ment is not only bad business practice 
but, in the long run, a definite limiting 
of possible income. Devising a program 
of balanced diversification isn’t some- 
thing you work out in your head while 
getting dinner on the table. It takes time 
and thought . . . and. very often, expert 
help. It means, first of all, knowing your 
assets within a reasonable margin and 
being able to estimate what you can com- 
fortably live on when major expenses 
(child raising, home building, ete.) are 
finished. Naturally every family will 
reach this point at a different time: each 
individual will have his own ideas on 
what constitutes retirement. The psycho- 
logical implications will, of course, influ- 
ence and modify all these decisions. 
What is primarily important right now, 
as mama goes back to work, is the con- 
solidation of family financial facts. Re- 
tirement plans need not be any more 
rigid than month-to-month budgets—at 
least at this stage—and, if you've al- 
lowed yourself enough time for flexibili- 





ty, it doesn’t make any difference how 


definite you are about that Florida 
orange grove or that hobby store when 
the 9-to-5 days are gone. 

Here are the facts you should have 
now ... whether you’re going to work 
out a plan for yourself or whether you're 
going for expert help to a Family Service 
Agency, bank, investment counselor, or 
Joe’s sister’s brother-in-law, who’s the 
family’s business “expert” ... 


@ Minimum income you can live on 
comfortably. 
Keep in mind that retirement 
doesn’t mean folding one’s self up 
into a corner. Besides life’s basic 
needs, you'll still want recrea- 
tion, a place in the community— 
and the funds to pay for them. 
®@ Estimate of savings (plus interest). 
® Estimated cash value of presently 
held insurance policies. 
® Value of real estate held. 
In most cases, this would be your 
own home. It’s a good idea to 
keep informed on area zoning 
laws, since many retired couples 
add to income by converting part 
of their home to rental quarters. 
® Expected return on 
Bonds—Series H and FE. 


@ Return on commercial investments. 


Government 


@ Estimated value of personal prop- 
erty. 
In an emergency, antiques. dia- 
monds, rare books, etc., constitute 
potential cash and should not be 
overlooked. 
@ Estimated income from Social Se- 
curity. 
® Income from pension plan. 
@ Estimated income from Survivor's 
Insurance. 


When gathering these facts, it’s wise 
to arrange them in two categories: the 
first based on the premise that husband 
and wife will both be alive at retirement 
age: the second, that one of you may 
have to go on alone. What the experts 
can tell you will of course depend on 
how ambitious your retirement plans are 
—whether they entail moving to another 
area, starting a small business. exchang- 
ing a home for a small apartment, or 
what have you. They will surely be able 
to evaluate your income plan as it now 
stands. and give you sound suggestions 
for the better balancing of such funds, 
better use of present assets and, perhaps 
more important, help you find and 
strengthen weaknesses and gaps in real- 
istic thinking as well as planning. 

Now, it isn’t that Joe, the family’s 
business “expert,” isn’t all he might be 

(Continued on page 45) 
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ing for the first time, and feel self-conscious about your 
mature age, don’t. You will find plenty of company in the 
same general age bracket. 

Whether you have a background of business experience 
or whether you are a novice, there are several serious ques- 
tions that any older woman ought to ask herself before 
making the commitment to work in an office. These are: 

@ Will I be physically able to hold down the job? 

@ Have I had enough training, or retraining, to feel con- 
fident? 

@ Does my immediate family approve of my working? 

@ Have I conscientiously scanned all job opportunities 
before deciding where to apply? 

and, (if you are 65 and eligible for Social Security benefits) 

@ Have I investigated thoroughly, with expert assistance, 

how a job will affect my Social Security payments? 
Once you are able to answer these questions, realistically, 
in the affirmative, you're all set to start hunting for that job. 

Where should the mature woman start looking for employ- 
ment? My suggestions would be: 

@ Check your local newspaper help-wanted ads. 

® Consult your local Manpower office. 

@ Apply to local employment agencies, the State Employ- 
ment Service, the YWCA or YWHA, K of C, or similar 
organizations. 

@ Write letters of application and make personal visits 
to possible employers. 

@ Speak to relatives and friends about possible openings. 

In the case of the mature worker, perhaps the last sug- 
gestion is of the greatest importance. Those who know you 
as an individual. respect your ability, and are aware of your 
situation, would, naturally, take special pains to effect your 
introduction to suitable prospective employers. They can 
utilize a personal touch that would go a long way toward 
neutralizing any latent “age prejudices” businessmen may 
have. 

A word of advice: Don’t be discouraged if you don’t hit 
the bull’s-eye on your first interview. Be patient. Try and try 
again. Regard your “maturity” as an asset that some em- 
ployer is sure to recognize. It’s only a matter of time. A 
discouraged or negative attitude creates a far greater im- 
pression of age than mere wrinkles or gray hairs. It’s the 
spirit that counts, and the spirit that will win you the job. 

I always like to think, in this connection, of the case of 
Katherine P. She left a job as private secretary to the 
president of one of our large Milwaukee industrial cor- 
porations to get married and raise a family. That was twenty 
years ago: the marriage was a very happy one and all went 
well until two years ago, when calamity hit in the form of 
a major operation for Katherine’s husband. At the same 
time it became necessary to move her mother, a chronic 
invalid, to a nursing home for more expert care than she 
had been receiving. Katherine had constantly used her typing 
in her own personal correspondence, but her shorthand had 
slipped considerably. She came to my office one afternoon 
and I could see from the way she twisted her purse how 
overwrought she was. “I’ve got to go back to work,” she said. 
“Jack will never be able to go back as a salesman on the 
road . . . our expenses are terrible, with our eldest ready 
for college and Mother in the nursing home. I’ve got to go 
back to work, but who will want me?” 

As the result of our conference, Katherine decided on a 
definite plan of action. She went straight to her former 
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employer, now retired, and told him of her situation. And 
she registered at the local Y for a refresher course in typing 
and shorthand. She also—and I was very insistent on this— 
made discreet inquiries about the expanded activities of her 
old company. Through the help of her old boss, she suc- 
ceeded in landing a part-time job in the stenographic pool. 
Soon she was acquainted with all the executives and, by the 
time vacations were scheduled that summer, they were all 
asking for her as full-time replacement while their secre- 
taries were away. Within eighteen months she was back 
working at her old desk in the boss’ office—with a new 
young boss. 

She called on me recently and told me the big news. 
“Now he wants me to stay on, full time, and do you know 
what he said?” Katherine asked, her face glowing. “He 
wondered why no one had ever told him what a comfort it 
is to have someone older working for him.” 

Katherine's case is not an unusual one, but it may inspire 
those of you who have qualms about your future as office 
workers. Now, let me close this article with just one more 
list, a basic one, for every mature woman with an office 
career in mind: 

@ Turn your maturity into an asset by your behavior and 

your inner conviction. 

@ Be sure you know what you are capable of, and train 
to do it as well as you can. 

@ Make certain that the job you accept is one where you 
will, in every sense, fit into the picture. Better to wait 
for the right one than to take the first that is offered. 

Keeping the above in mind, it’s only a matter of time 
until everything will be “coming up roses,” whatever the 
year you were born! 


DON’T 
task. gives orders (without authority), hates to relinquish 
any duties, and considers anyone with less than twenty-five 
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years’ service an upstart. She has canonized the original 
founders and frankly says that the new management can’t 
hold a candle to them. (They could, but she keeps blowing 
it out.) 

If the permanent fixture would let go of the reins grace- 
fully, her reign would be happier. 


The Small Package 


Someone once said that “the woman who is completely 
wrapped up in her work makes a mighty small package.” 
This kind has a one-track mind and no outside interests or 
friends. As a result, every incident in the office is magnified 
and distorted out of all proportion. While devotion to duty 
is admirable, an overdose can boomerang: it leads to self- 
inflicted martyrdom—and a feeling of suffocation on the 
boss’ part. 

It's unwise for any woman to put all her eggs in the job 
basket. Hobbies, amusements, travel, friends, and club work 
all widen the individual's scope and put her job into its 
proper perspective. 


The Not-So-Merry Widow 


While secretaries sympathize with the woman thrust on 
her own, they grow impatient with the widow—bereaved or 
self-made—who wallows in self-pity. Other people have 
troubles and tragedies, too, but they try to snap back quick- 
ly. Dwelling on misfortune closes the door to new friends. 

The widow can overcome her grief and her co-workers 
distaste by accepting her situation and making the best of it. 
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along these lines, but if you'd rather get 
a more objective viewpoint on present 


Continued from page 43 


planned spending and retirement prob- 
lems, here’s a list of sources that should 
inspire your efforts along the right paths: 


For Preliminary Information 
Libraries: Public, college, univer- 
sity. All 
sources. New books are appearing 
all the 
ment subjects because of public 
interest. 


libraries are excellent 


time on money manage- 


Family Service Agencies: In finan- 
cial emergencies. these centers will 
help families to plan more wisely 
for debt clearance. They are also 
excellent referral sources for 
those seeking long-term informa- 
tion, suggesting local people who 
can be of help, pertinent reading 
material, ete. 

Courses: Colleges, universities, adult 
education centers, banks, invest- 
ment brokerage houses, varied 

men’s and women’s organizations 

today offer many classes in money 


mastership, present and future. 


Direct Planning Help: Booklets, 
Leaflets, guides. 
Social 


Bond Information. 


Government: Security and 
A phone call or letter to the clos- 
est representative of the Depart- 
ment of Health, Education & Wel- 
(Soc. Sec.) and Treasury 
(Bonds) will bring a wealth of 
material by return mail. 
Insurance: A letter to Women’s Divi- 
sion of Life Insurance. 488 Madi- 
son Avenue, New York 22, N. Y.., 
with a request for money manage- 


fare 


ment and retirement information 
will garner a variety of excellent 
material. Some titles: “A Discus- 
sion of Family Money,” “Striking 
a Happy Balance . .. Health Cov- 
erage,” “You and Your Family’s 
Life Insurance,” “Life Insurance 
Facts for Business Women,” “Our 
Family's Life Insurance.” 
Banks: By 


printed, there will be available 


the time this article is 


on request at your local bank a 
new booklet prepared by the 
money management experts of the 
American Bankers Association. 
Titled “Personal Money Manage- 
ment,” this material is not only 
well written and presented, but 
thoroughly covers every important 
aspect needed for sound planning. 
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Booklets to Purchase: 

Money Management Series: 12 book- 
lets on the wiser handling of your 
spending dollar. Available as a 
“library” (including a_ storage 
box) at $1.50, or separately at 15 
cents each. Highly thought of and 
strongly recommended by experts 
in the field for practical, objective, 
clear information. 

Write: Money Management Institute of 
Household Finance Corp. 
Prudential Plaza 
Chicago 1, Illinois 

Public Affairs Booklets: 25 cents 

each plus postage. 

Pamphlet 131: When You Grow 
Older. 


Pamphlet 182: Getting Ready 


Retire. 


— 


Pamphlet 294: Middle Age— 
Threat or Promise? 
Pamphlet 302: How to Stretch 


Your Money. 


8) 


Write: Public Affairs Pamphlets 


22 East 38th Street 


New York 16, New York 


(Catalog on request) 


Psychological Aspects of 


Management: 


~The Many Faces of Money”: 


cents 


Write: Human Relations Aids 


104 East 25th Street 
New York 10. N. Y. 


Money 


25 








onotaniued 


wow 






The Office 











“fixture” type 


She is very nearly the indis- 
pensable woman. Maybe her 
boss takes her a wee bit for 
granted—but he is smart enough 
to pay her handsomely. 


This girl is a charter member 


‘of the STENOSTIK Club of 


Superior Secretaries. For years 
a user of ERASERSTIK, she was 
delighted when A.W.Faber 
announced STENOSTIK, a modern 
ball pen especially designed 

for secretaries. 


She loves STENOSTIK because 
it is feather-light, beautifully 
balanced, starts fast and flows 
smoothly without skips or clots. 
Its exclusive long-tapered grip 
is kind to her tired fingers. 


Full-length cartridge ink 
supply in blue, black, red or 
green. 39¢—3 for $1. You are 
invited to join the STENOSTIK 
Club today. 


A.W.FABER’S 


STENOSTIK* 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 
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Boost your learning 
; and earning power 


with recorded courses 
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ey cornet easy-to- 


ger: use courses in... 
Separate courses for beginners (50-100 wpm) 
 seanreaae and advanced students (70-120 wpm) that in- 
clude six 45 rpm discs, plus handy workbook 
C] C] CT] for only $4.98. A special 7-record set and work- 
50-100 70-120 50-120 book with dictation ranging from 50-120 wpm 
wpm wpm wpm is available for only $7.98. 








Poor spelling keeping you behind? This 4-disc spell- 





SPELLING ing course will help you correct errors in a hurry. 16 

lessons on theory and practice . . . over 350 common 

CHECK AND spelling words. Spelling rules are re-inforced by ex- 

MAU. AD e:. cc00s4 C] amples and tests. Only $4.98 for 4 records (45 rpm) 
and workbook. 

Advanced as well as beginning typing instructions. A 

TYPING 33, disc, plus workbook for only $4.98. Beginners 

learn rapidly . . . advanced students build typing 

CHECK AND : ivi 

MAIL AD........ C] speed and accuracy. Excellent preparation for Civil 


Service Typing Tests. 
PLEASE ADD 25¢ FOR MAILING AND HANDLING 
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SCHEDULE YOUR APPOINTMENTS 


this easy, orderly way 


with a 


1962 MONTH-O-RAMA 


Your Whole Month's 
Day-to-Day Plans 
Before You 


You'll delight at how this unique Ap- 
pointment Calendar keeps your sched- 
ule running smoothly. Each month on 
an tI x 8/2 page, blocked off by days, 
with space to write in dates, meet- 
ings, plans, deadlines, etc. Helps fit 
them into an orderly pattern, without 
conflicts. Keeps your whole month’s 
schedule before you. Gives you the per- 
spective you need to plan your time 
wisely . . . and the boss’s too. 

Bound with spiral wire for conven- 
ience and permanence. Handy to keep 
at desk, in brief case—at office, home, 


() —, Only $1.10. Satisfaction guar- 
antee 
nly *1- _ 6969 Amherst, Dept. T, St. Louis 30, Mo. 




















BOUND VOLUMES AVAILABLE! 


Each year, Business Education World and Today’s Secretary copies are bound 
with a heavy leather cover into one complete, easy-to-handle volume. Some 
back issues are still available. Check the listing below and send your order to 


Gregg Magazines, 330 W. 42nd Street, New York 36, New York 
Today’s Secretary 
Vol. No. Available Price 
53 September 1950-June 195! 3 $5 
54 September 1951-June 1952 2 $5 
55 September 1952-June 1953 2 $5 
56 September 1953-June 1954 2 $5 
58 September 1955-June 1956 2 $5 
59 September 1956-June 1957 g $5 
61 September 1958-June 1959 8 $5 
62 September 1959-June 1960 48 $6 
Business Education World 
Vol. No. Available Price 
32 September 195i-June 1952 2 $5 
33 September 1952-June 1953 i $5 
34 September 1953-June 1954 3 $5 
35 September 1954-June 1955 L] $5 
38 September 1957-June 1958 i] $5 
40 September 1959-June 1960 32 $6 
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What Are Your Chances 


of Winning a Husband? 


by Jack Davies 


A girl’s chances of marrying depend on 
many things, some of them unpredictable. 
By taking the following quiz, however, 
a single not-too-old female should 
be able to get a pretty good idea 
of her marital prospects. 

It is based in part on a test devised 
by Dr. Clifford R. Adams, psychologist 
and director of the Marriage Counseling 


Service at Pennsylvania State College. 


Answer each question Yes or No; then look at the end 
for your marriage-expectancy rating. 


1. Are you a good dancer? 


2. Do you and your dates frequently spend your evenings 
“— other couples? 


. Do your parents generally like the men you go out with? 
4 Do you rarely become involved in heated arguments? 

5. Do your good friends include both men and women about 
your own age? 

6. Do you take an active part in two or more sports? 

7. Do you get your share of invitations to mixed parties? 
8. Do you seem to make a pretty good first impression? 
9. Are you usually in good health? 
10. Is your home cheerful and open to all your friends? 
11. Have you met at least 20 men in the past three years 
who were conceivable marriage prospects? 


12. Do you usually get along with the parents of the men 
you date? 


13. Do your friends seem to think of you as cheerful and 
sociable? 

14. Do you visit other towns three or four times a year? 
15. Do you like to entertain at home? 

16. Are you a good listener? 

17. Do you find it easy to talk to strangers? 

18. Is your voice pleasing and well modulated? 

19. Do you often go to places where there are men who 
might be considered marital prospects? 

20. Do you enjoy watching baseball, basketball, or boxing? 
21. Are you friendly or affectionate with persons you like? 


If you answered Yes to 15 or more questions, your 
chances of marrying are excellent. If you answered 
Yes to nine questions or less, your chances are defi- 
nitely not what they SHOULD be. 

However a low rating, it should be emphasized, 
should not cause you to be pessimistic. Rather, it 
should SPUR YOU TO CHANGE AS MANY OF YOUR NO 
ANSWERS TO YES AS YOU POSSIBILY CAN, and take 
other steps to increase your attractiveness and eligi- 
bility. 
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EXCHEQUER Continued from page 23 


be in order and be accounted for. 

g) Never sign blank checks. These may 
be filled out in any name and amount 
and cashed by anyone. 

h) Never make out a check to cash 
until you are in the place where you in- 
tend to cash it. It may be used by any- 
one. 

Instead of checks with small stubs for 
records, your firm may use the newer 
voucher check, which shows all pertinent 
information about the transaction to the 
payee. These checks are usually made 
out in duplicate. If you are paid by 
check, this voucher stub records all your 
salary deductions—withholding tax, so- 
cial security, hospitalization, bonds, pen- 
sions, and so on. 

In addition to making out regular 
checks, you may occasionally have to ob- 
tain a certified check. You will make out 
the company check in the usual manner, 
take it to the bank, and have one of the 
tellers verify that the amount is actually 
in the account. This will be certified on 
the face of the check, which you will 
then forward to the recipient. 

Knowing how to stop payment on a 
check is a must. You may learn that a 
check you mailed was lost, or perhaps 
you have to cancel an order for which 
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are: Nong 

4. Paragraphs 2 and 3 include, in cases where the 
tockhoider or security holder appears upon the books 
of the company as trustee Or in any other fiduciary 
relation, the name of the person or corporation for whom 


such trustee is ucting; also the statemcnuts in the two 
paragraphs show the affiant’s full Knowledse and beliet 
as to the circumstances and conditions under which 


stockholders and security holders who do hot appeur 
upon the books of the company as trustees, hold stock 
and securities in a capacity other than that of a bona 
fide owner. 

5. The average number of copies of each issue of this 
publication sold or distributed, through the mails or 
otherwise, to paid subscribers during the 12 months pre- 
ceding the date shown above was: 147,466. 


McGRAW-HILL BOOK COMPANY, INC 
By John J. Cooke, Secretary 


Sworn to and subscribed before me this 1I&th day of 
September, 1961. (Seal.) Janet A. Hartwick. 
(My Commission expires March 30, 1963.) 
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payment has already been forwarded. or 
an error may not be discovered until the 
check is on its way. In these instances, 
notify the bank immediately by tele- 
phone and follow up with a letter. which 
you may deliver in person. to stop pay- 
ment when and if the check is presented. 
There is a charge of several dollars for 
this service, but in an emergency it is 
worth it. 


Billing Dental or Medical Patients 


In a doctor's or dentist's office, you will 
he responsible for keeping records on 
each patient and rendering monthly bills. 
Most stationery stores have a wide va- 
riety of journals and ledgers suitable for 


medical. legal. and other business rec- 


ords. If your boss doesn’t already have a 
good system established. browse around 
the nearest shop, make inquiries or. as a 
last resort. call the local dental or medi- 
cal association for their suggestions. 

As a dental secretary, you will main- 
tain a daily Charges & Collections Jour- 
nal. in which you must record the proper 
information under columns headed: 

Charges to Patients—Date—Name or 
Receipts —Collec- 
tions from Patients—Other Receipts. 


Explanation— Cash 


Using this simple format. you can list 
not only the patients’ payments but also 
any other funds that the dentist may re- 
ceive from outside sources. 

For each patient, make out a file card 
with the name, address, and phone num- 
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Erase Without a Trace*® 
by using A.W.Faber 
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The original pencil shaped grey eraser 
— always the best point for erasing. 


For generations 


ghosts and sloppy strikeovers. 


Then A.W.Faber invented ERAseRSTIK, a _ pencil-shaped 
white-polished beauty that opened the door to typing perfec- 
tion. With ERASERSTIK you erase without a trace. It lets you 
get into tight places to remove one letter without blurring the 
whole word. Sharpens to the point you prefer—blunt, medium 
or slender. Do you use this magic wand? Costs only 20¢ with 


brush, at good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER #4035 


works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer. 


A.W.Faber-Castell 
Pencil Co., Inc., Newark 3, N. J. 


Secretaries struggled 
erasers. They found it impossible to erase without leaving 





with cumbersome 
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ber, and columns for dates, description 
of work done, charges, credits, and bal- 
ance due. This card should be given to 
your boss as the patient enters the office. 
He will make the necessary notations on 
it, leaving the job of figuring to you. You 
will probably maintain two card files, 
one for active unpaid accounts and the 
other for inactive paid accounts. 

At the end of the month, you will have 
to type up statements, double checking 
the figures on the cards for accuracy. 
Generally you indicate only the balance 
due on the bill. If the patient should ask 
for an itemized statement, you can pro- 
vide this from his card. 

Since doctors make house calls and 
sometimes perform surgery, their record- 
keeping may be a bit more involved than 
dentists’. Most secretaries maintain a 
daily ledger that shows the type of serv- 
ice (house call, office call, surgery). In 
addition to the card file, you may also 
set up a Patient’s Ledger with separate 
detailed records on each patient, from 
which you make up monthly bills. 


Keeping Legal Financial Records 
A lawyer’s income is generally kept in 

two different categories: Legal Fees and 

Collection Fees. Under the former head- 


ing are the fees he collects for drawing 
up legal papers such as wills, deeds, con- 
tracts. and mortgages, and for represent- 
ing or advising clients in lawsuits. Collec- 
tion Fees come from delinquent accounts 
that he has been asked to collect by a 
client. His fee is generally 25 per cent 
of the amount he collects, and he keeps 
these commissions separate from his regu- 
lar legal fees. 

Though he will often advance special 
court fees for his clients, the lawyer is 
not permitted by his code of ethics to 
bear the costs connected with a case. 
Thus, you as his secretary must not only 
keep detailed records on all charges in- 
volved in every case, but also maintain 
a special ledger for Advances on Behalf 
of Clients. In this, you record all court 
filing fees, process serving fees, notary 
fees, and fees for publishing legal notices. 
Regardless of how the case comes out, 
the client must pay these costs in addition 
to the legal fee for professional services. 

Your boss may have you open a spe- 
cial bank account for all clients’ funds, 
so there can be no question of mixing 
his own finances with those of his clients. 
All of this involves special bookkeeping, 
but, again, necessary forms are available 
in the stationery stores. 





If there is no legal secretary near at 
hand to advise you on some of these 
recordkeeping problems. help can be ob- 
tained from the bar association to which 
your boss belongs. Or you may want to 
investigate membership in The National 
Association of Legal Secretaries. Mem- 
bers are found in large and small cities 
across the country. 

There are, of course, many other finan- 
cial records that you, as a secretary, may 
have to maintain in a small office: pur- 
chasing records; rent, loans, and mort- 
gage payments: maintenance services; 
real estate and investment records; pro- 
fessional fees to associations and civic 
organizations: depreciation records. Even 
if you are not expected to prepare your 
boss’ income tax returns, you will have 
to maintain the preliminary records for 
the accountant. 

This all sounds like a great deal of 
hard work. It does require meticulous 
attention to detail and the persistence of 
a bird dog in tracking down an error. 
However, the secretary who develops a 
“good head for figures,” is often the one 
who doesn’t have to be concerned about 
her next raise. She gets it because her 
boss appreciates her business acumen 
and her interest in his money. 
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When we first introduced Amy Willis to 
her new Globe—Wernicke desk with exclu— 
Sive SEC-TRAY (the time-saving, space-— 
Saving, girl-saving stationery tray), 
she flipped! She tied a BIG bow on her 
finger to remind herself that SEC—TRAY 
places all her supplies at her finger 
tips. Result: Amy Willis broke herself 
of the 3-T Habit (Twisting -— Turning — 
—- Twirling) quicker than you can say 
"Coffee Break"! Ed. Note: 
more about SEC—TRAY? Send for FREE lit— 


erature to Dept. I-12: 


THE GLOBE—WERNICKE CO. 
Cincinnati 12, Ohio 


Want to know 


SEC-TRAY “‘hides 
away” under 
typewriter platform 
when not in use. 


*Reg. U.S.T.M. Patented, 
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¢ You NEVER Refill! 
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| Ask your stationery supplier 
for Ink-Stiks today 
Canada: 
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JOB HUNTERS Continued from page 16 


day in the office. It will definitely not enhance your chances 
to convey the notion that, should your circumstances sud- 
denly improve or should your husband weary of being 
served hastily prepared meals in the evening, you may suc- 
cumb to the call of reluctantly abandoned domesticity. A 
husband’s pride is a delicate thing and you may harbor an 
intense desire to protect it, but your husband will not ac- 
company you to work each day. The moment you accept a 
job, it is more important to consider the pride of the man 
who will be your boss, for you will be his helpmate in that 
particular domain. If you must be a clinging vine, confine 
your clinging to your home or cling to your job for all you 
are worth. 


LET YOUR RECORD SPEAK FOR YOURSELF—avoid ar- 
rogance at all costs. There are few things more odious to 
any man than a bossy and arrogant woman. If such charac- 
teristics are even slightly indicated during an interview, it 
is pretty certain the job is lost. Discretion suggests avoiding 
even the vaguest hint that in some previous office you con- 
trived to abolish all manner of inefficient trivia. Let your 
references tell the story. This also applies to the woman who 
has not worked recently. If you have been president of every 
club to which you ever belonged, tone down the fact and tell 
the employer about the years when you were secretary- 
treasurer instead. 


SHOW THAT YOU ARE FLEXIBLE—and that you are 
willing to learn new things. Many employers grumble over 
the inability of older women to learn new routines and 
systems. If you were smart enough to hold down a job for 
Mr. Johnson, you should be smart enough to know that Mr. 
Smith isn’t going to want everything in his office just like 
Mr. Johnson had it. Be flexible, too, about taking tests. Most 
offices require them; most older women resent taking them. 
They have been heard to claim that if they have worked 
successfully for so many years all these tests are quite super- 
fluous. Perhaps . . . but resisting tests gains nothing but ill 
will. It is best to accept them docilely and do your very best. 
Most tests are so planned that they make allowances for age. 
Moreover, they may actually give you an opportunity to 
show how good you really are. 


CHECK UP ON YOUR HEALTH. As women enter the “dif- 
ficult years” they may encounter special health problems. 
Realize right from the start that employers—and fellow 
workers—have very little sympathy and understanding for 
them. Therefore, disregard any “old wives’ tales” that you 
may have heard, hie yourself to a reputable doctor, and see 
that you get any and all possible help that you need. Medi- 
cal science can do wonders—there is no need to let head- 
aches, spells, or melancholia get to the point where they 
embarrass you and affect your job. Remember that your 
actions reflect not only on yourself but also on all other 
women in your age group. 


REMEMBER THAT YOU'RE A GIRL. In a movie of recent 
years, Joan Blondell uttered a line that is just as appropriate 
in this situation as it was in the movie. We won’t attempt 
to relate the details of the plot, but you should know that 
she was’ playing the role of a no-longer-young night club 
hostess—and playing it very well indeed. There was some 
romance and some intrigue in which she naturally got in- 
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volved, and at one particular moment when the hero was 
endeavoring to get her to “squeal” on the heroine, she said. 
“I’m a girl. I may be an old girl, but I’m still a girl and 
there are some things girls just don't tell guys.” Remember 
that you're a girl. too, and when you venture forth in search 
of a job, don’t forget it. Never, at any cost, sabotage your 
femininity. 





HOSTESS Continued from page 19 


The sales-office receptionist at the Palmer House in Chicago 
has this sign above her desk: “Please give the receptionist 
your name and association or business affiliation.” 


Mistress of the Foyer 


As office hostess, the receptionist is mistress of the foyer. 
One topnotch woman commented: “Office housekeeping falls 
to your lot, since you're in charge of the area. It takes only 
a minute between callers to straighten reading material, re- 
move papers, wipe ash trays. If you have fresh flowers, keep 
them watered and weed out wilted blooms. Sometimes it’s 
necessary to dust the chairs and tables during the day. 

“These are minor points, but I like to keep the room look- 
ing neat and inviting.” 

The mistress of the foyer is obliged to consider other as- 
pects of the goldfish bowl in which she works. Personnel 
managers and receptionists agree on certain taboos: gum 
chewing, smoking, personal reading, applying make-up, chat- 
ting with co-workers, engaging in personal phone calls, grip- 
ing about conditions. One receptionist added, “Don’t wear 
jangling bracelets—their clanking can unnerve a visitor!” 

Speaking of jewelry, another woman recalled an incident 
that shows the need for poise and tolerance. “I was wearing 
multiple strands of pearls, and the necklace broke, spilling 
pearls all over. A caller remarked, “That must be what they 
mean by excessive jewelry!” 


Shortening the Wait 


No matter how attractive a reception room is, or how un- 
obtrusive the receptionist, some visitors fidget when they are 
kept waiting. “You can make the interval seem shorter,” said 
one girl, “by considering the visitors comfort. Show him 
where to hang his hat and coat, ask if he’d like to use the 
telephone, supply reading material.” 

Another receptionist helps pass the time by offering coffee. 
“Most men accept gratefully; many say that they skipped 
breakfast or didn’t have time for lunch.” 

Callers who feel like talking appreciate a receptionist who 
can converse intelligently and pleasantly. To carry on a good 
conversation, the woman must be versed in topics of general 
interest. This ability makes her job more enjoyable, too. 
“Naturally, you steer clear of controversial subjects,” com- 
mented a receptionist, “but some girls overlook the fact that 
dwelling on disaster headlines or pessimistic forecasts is de- 
pressing. You want to create an air of cheerfulness.” 

What can the receptionist talk about? A personality lectur- 
er suggested a number of good topics: 

Sports: Read the sports pages. Most men are interested in 
sports and like to discuss their favorites. Find a sport that 
appeals to you and learn all about it. 

World Events: Read—at the very least—the front pages of 
your newspaper or try a summary of the news. Listen to com- 
mentators. Read a news magazine. 

Books and Magazines: Read current books or condensa- 


(Continued on page 52) 
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HUMAN 


Continued from page 5 


smart for her to be among the first to 
leave. 

When an employer gives a traditional 
party for employees, he doesn’t expect a 
return invitation. All that is required is 
a thank-you note to him and his wife. If 
she wishes, Elizabeth may take a small 
gift or send one later. Flowers, candy. 
nuts, cocktail tidbits, or a bar accessory 
are appropriate. 

While the suggested measures may 
seem overly cautious, such circumspect 
conduct is a small price to pay in order 
to keep a dream job from becoming a 
nightmare. 





READING 


emphasize eye movements and this, feels 


Continued from page 21 


Mr. Panes, is dealing just with symptoms 
rather than actual causes of trouble. For 
example, a student with a basic problem 
in word recognition may have even more 
of a problem keeping up with machines 
that pace him in words he cannot under- 
stand. 

Speed is also, as Mr. Panes points 
out, a variable concept. When confronted 
with difficult material or an unfamiliar 
subject, even a good reader may chalk up 
a rate only two-thirds as fast as his rec- 
ord for something lighter and easier. 

In line with this, a speed that includes 
comprehension and remembrance of what 
is read at perhaps 1,000 w.p.m. is noth- 
ing to be ashamed of. President Kennedy, 
whose voracious appetite for reading has 
astonished the experts, clocks in at 
1,200 w.p.m., fully 800 w.p.m. more than 
the set requirement for entering college 
Freshman. If you can boost your own 
reading rate to equal that, consider it an 
achievement. 

Skimming can make your rating even 
higher, and skimming—at the right time 
—can be a mark of intelligence. Com- 
pany bulletins, for instance, usually re- 
quire no loving word-by-word examina- 
tion, and wisest is he who simply scans 
to pick out pertinent facts. 

On the other hand, some masterpieces 
of literature, like those of music, abso- 
lutely demand a more leisurely speed. 
They were meant to be savoured and 
tasted, not gulped. Zipping through 
Shakespeare or even bouncing through 
Dickens’ Pickwick Papers with its abun- 
dance of characterization and historical 
detail is little short of barbarous. You 
may just as well change a 33 rpm record 
of Beethoven to the 78 slot to absorb it 
more swiftly. The sounds will all come 
through—in a rather distorted cacaphony 
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—but what a wealth of emotion and 
skilled detail is lost! 

Advocates of high-speed reading, while 
admitting some exceptions to fast ab- 
sorption—notably poetry, which should 
be read aloud—still insist that novels 
like Doctor Zhivago actually benefit from 
a swift technique. The book, they say, can 
be viewed as a whole with its entire pat- 
tern immediately apparent, its important 
facts immediately available without time 
or memory lapses. Thus selectivity and 
comprehension are increased. 

Certainly jet-propelled reading, when 
it can actually be accomplished, offers 
many advantages in business and study. 
But, in the case of major classics, the 
race is not always to the swiftest runner, 
and the tortoise—slow but steady—prob- 


ably saw more along the way than ever 
the hare did. 

For those interested, reading improve- 
ment courses are offered in many prep 
schools, colleges, adult education pro- 
grams, YMCA’s, libraries, and business 
firms. Do-it-yourself courses are also 
available. 

For further information, try: The 
Reading Institute, New York University, 
2 Fifth Avenue, New York 11, N. Y.; 
Reading Dynamics Institute, 15-17 West 


14 Street, New York 36, N. Y. 





Oops . we slipped. The price of 
the double coat from County Calicos 
(shown in November) should have 
been listed as approximately $70. Still 
a lot of coat, a lot of style for the money. 















introduces America’s most 
efficient desk Calendar 


MAXIMUM 
WRITING SPACE 


MINIMUM 
DESK SPACE 





No. 21—A combination memoran- 
dum pad and appointment Calendar. 
Combines all features of other fine 
SUCCESS Calendars, plus far more 


writing space. 
PRICE: $325 





A new King-Size SUCCESS Desk Calendar designed to meet the 
demand for a larger book style Calendar... provides the maxi- 
mum writing space required by busy Executives and Secre- 
taries, yet takes up the least possible desk space. Really two 


Calendars inone. Each page has more usable* 
writing space than the standard 5x 8 Calendar. 


*Below the arches on the arch type . . . below the printing on the flat type. 
Please write for a catalog showing all SUCCESS Calendars. 


COLUMBIAN “42 WORKS, INC. 


MILWAUKEE 9, WISCONSIN 
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a 250 LABELS per roll 
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Clear re-usable plastic 
box identifies color of 
the label it contains, 
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marking for different 
classifications. The box 
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the office. 
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HOSTESS 


tions. 


Continued from page 50 


fiction and nonfiction. Biographies are fascinating, 


and just about everybody is curious about the famous. 


Theater: 
interest. Live theater is stimulating. 
Hobbies: 


laxation. plus something to talk about. 


Current plays and good movies are of common 


A hobby gives you satisfaction, interest. and re- 
e aS o 

Travel: Impressions of places visited are intriguing. Know 

your own city, too. Travel mentally via books, lectures, films. 


“When you hit a ‘live nerve’ among your caller's interests.” 


said one woman, “you don’t have to worry about the conver- 
sation. You can sit back and just listen: he'll carry the ball. 
Its funny. but being an attentive listener can gain you a 
reputation for being a brilliant conversationalist!” 

All things considered, the receptionist’s role can be chal- 
lenging and rewarding. If you handle it well you may in time 
accolade, “Hostess With the 


receive—and deserve—the 


Mostest.” 
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indication. All our correspondents are 
anxious to pit their skills against those 
of Gregg writers the world over. No de- 


60 for $2.00 plus 25¢ handling. 


MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 


vice has done so much to improve the 

writing of shorthand and to inspire 

friendly competition as this Contest. 
Why not jump on this year’s OGA 


handwagon—the Contest copy is on page 
32. Clean and fill your pen, or sharper Che Only COCOA BUTTER 
your pencil, and start practicing—Now Coilet Soap 


Keep in mind that prizes will be awarded 








Mildest of all soaps because it’s made of highly-re- 


on the over-all merit of your notes. Ex fined cocoa butter. Delicately perfumed with Fougere. 
2 : " : This all-vegetable oil soap makes rich, velvety lather 
? aminers will rate your entry according t in any type of water, yet lasts and lasts. Rescues 


parched skin. Conditions as it cleanses .. . leaves 
skin soft and refreshed. Gift-boxed. 


correct formation 3 cakes of toilet soap or 2 cakes of bath soap for 
o $1.50, postpaid. SPECIAL: 12 boxes (your selec- o 


ee. *, a= ae Zo tion) for price of 11 . . . $16.50, postpaid. co 


: - SD) HERSHEY ESTATES, DEPT. 32, HERSHEY, PA. <S 
RARE GIFT OF ARKANSAS is what it’s 


Vv 
called. And that’s what it is. A treasure 
chest containing a huge fruit cake 
nestled between jugs of honey and sor 
chum. Unusual? Uh-huh. Delicious? 
You bet! At $8.95, plus postage. from 
The House of Webster, Dept. NTS61. 
Box 388. U. S. 62 North, Rogers. Ark. 
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kiddies r\ favorites. Or, for fun, mix pce Tose vy of dag aden Monogram Labels 
i abels printed on quality SATINGOLD paper. 
them up. Blocks and full-color parts ed Lange Haag oe 1 “pieces of Gold” by rushing 
snap together firmly and come apart for your copy with $1.00 today! REGAL LABELS, Dept. 


. * . al 12T, Box 509, Culver City, California. 
rearranging. All-plastic set nas 33 blocks 


and 42 parts—faces, necks. etc. At $2.98 


a set. two for $5.75: ppd. Harold Fran- The ‘MAKE-UP MATE’ TISSUE CASE 


zen & Co., Dept. TS, 117 King Building, 
ai ~ ie ~— -_ sa se CPS AND PLS CANDIDATES Tired of messy, loose tissues in your purse? 


. . Make-Up Mate holds the popular 5c package 
Results Count! Again this Aca erage d of — (refills available everywhere). Also has con- 
students passed the CPS exams as they have venient 21.” x 4” mirror under lid. Stunningly 
ee 1953. Our petro ae ae attractive pastel colored case with a rhinestone 
cialized—based on years of experience—& get decorated, hand-painted figure of French Poodle 
results! Write today for free all new home- or Darling Kitten. Excellent for Xmas gifts. $1 
study catalog. Terms only $2.50 a week. Busi- 


4 (plus 10c for postage and handling). NASAKI 
ness Research, Post Office Box 7093, Long IMPORTS, Dept. N, Box 2029, Culver City, Calif. 
Beach 7, California. 
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“Se SAVE TYPING TIME 
SEE A 7 a with FLICK A LINE 


Always Accurate 
Always Fast 
Inclined panel 83, x 14. 





NEED A “LUCIFER” TO LIGHT YOUR oe nb ~ 


Slotted base with pencil 
“rac”? Try the Fashion Set: easily 
AG: . ‘ Sets easily groove and book ledge. 
fueled Pioneer purse lighter that comes Engraved Brass Desk-n-Door Markers Buy it from your sta- 
with quickly changeable glamour cases in Permanent. distinctive beauty—any name engraved in tioner. 
, , . heavy plate of solid brass, 7” x 1”. Engraving is black- 
ebony. red. or gold. Each outer case filled. Door style has special stick-on backing: sticks on $7.95 prepaia 
slides on and off to match your mood, any clean surface. Desk style has solid walnut base 8%” 

















“ee ‘ . eve , x 2”. Any wording up to 20 letters, numbers per line; FREE FOLDER 
costume. activity. Set is $7.50: lighter choice of 1 or 2 lines. Perfect gift for Christmas! Shipped . 
alone. $4.95. Ronson Corporation, Dept a = a Satisfaction guaranteed or money back. : Franklin 
ens FO. ‘ ’ : Door style $2.95 ppd.; desk style $2.95 pnd. Spear En- _— 
PS, One Ronson Rd., Woodbridge, N. J. gineering Co., 660-F Spear Bidg., Colorado Springs, Colo. 1161/2 North 4th Street, Louisville, Kentucky 
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SIZE 34% INCHES BY 
1% INCHES 





















SMEAD’S SPI-ROLL 
GUMMED FOLDER LABELS 
ARE RECOMMENDED WHEN 
















AT A TIME 


ESSENTIAL TO FOLDER 
LABEL PRESENTATION 





LARGE QUANTITIES ARE TYPED 


SPEED AND ACCURACY ARE 


QUALITY AND ECONOMY 
ARE OF PRIME IMPORTANCE 
see your Stationer 


SMEAD MANUFACTURING COMPANY 
HASTINGS, MINNESOTA 
Chicago - Logan, Ohio -Los Angeles 











GUMMED ROLL LABEL 


250 LABELS per roll 


the label 


choice of 8 COLORS 


FINE QUALITY 
WRITING PAPER 


Clear re-usable plastic 
box identifies color of 
it contains, 


thus facilitating color 


marking for 


different 


classifications. The box 
itself, when empty, can 
be put to many uses 


either 
the office. 


New 


practical 


at home or in 


342” 


width for use on 1/3, 
2/5, 1/2 or straight cut 


folder. 


Typewriter 


spaced. 


Perforated for ease in 


separation. 


Scored at 


folding line to insure 
quick, accurate folding. 


Facing side 


%” high. 


















‘Ge }O'DISC 


DICTATION 
PRACTICE 
RECORDS 


12°’ LONG PLAY 


*3.98 


7° EXTENDED PLAY 


*1.00 


Speed up your 
Shorthand - get 
that better job! 


Each ‘‘Steno-Disc’’ contains | 
medical reports, 
documents, dictated at pro- 
fessionally-controlled speeds | 
by Ralph Portner, the 
‘*Radio Voice of Champagne | 
Music.”’ Speeds range from 
60 to 130 words per minute. 
Here is ideal Sitationte * 
use in the privacy of your | 
own home, at your conven- 


period as you like! 
At such low cost—why not 
start today to prepare for 


always wanted? 
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1 city 
MAIL THIS COUPON. 4 





actual business letters, | [ 60, 70, 80, 90 wpm 


that high-pay job you ’ve | ADDRESS 






ee i oe 


ience, for as long or short a (| enclose cash, check or money order for $ 


oo” 
FENO DISC Dept. s-12 | 
‘=~ 1439 N. Western, Hollywood 27, Calif. | 
Please send the following Sten-0-Discs: | 
12” 33/3 RPM ALBUMS — $3.98 EACH | 
General Business Dictation _ 

C80, 90, 100, 110 wpm sid 
or legal | [) 70, 80, 90, 100 wpm  [) 90, 100, 110, 120 wpm | 
745 RPM RECORDS — $1.00 EACH | 
Gen’! Bus. Medical Bus./Legal | 
C1) 60 wpm OO 90 wpm () 80 wpm | 
OO 80 wpm (CD 100 wpm O 90 wpm | 

OC) 90 wpm (C 100 wpm 
(C1 100 wpm Legal (CD 120 wpm | 
DC) 110 wpm CD 120 wpm | 
0 120 wpm (CD 130 wpm | 
(C0 Send C.0.D. (Calif, residents add 4% sales tax) 
NAME.. | 
| 
ZONE..... STATE..... | 








OPERATOR 


Continued from page 42 
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HOSTESS 


tions. 


Continued from page 50 


fiction and nonfiction. Biographies are fascinating, 


just about everybody is curious about the famous. 


Theater: 
interest. Live theater is stimulating. 
Hobbies: 


laxation. plus something to talk about. 


and 
Current plays and good movies are of common 
and re- 


A hobby gives you satisfaction, interest, 


Travel: Impressions of places visited are intriguing. Know 
your own city, too. Travel mentally via books. lectures, films. 
“When you hit a ‘live nerve’ among your caller's interests.” 
you don't have to worry about the conver- 


ball. 


listener can gain you a 


said one woman. ~ 
sation. You can sit back and just listen: he'll carry the 
Its funny. but being an attentive 
reputation for being a brilliant conversationalist!~ 

All things considered, the receptionist’s role can be chal- 
lenging and rewarding. If you handle it well you may in time 
accolade, “Hostess With the 


receive—and deserve—the 


Mostest.” 


TODAY'S SECRETARY 

























































so 

RARE GIFT OF ARKANSAS jis what it’s 
called. And that’s what it is. A treasure 
chest containing a huge fruit cake 
nestled between jugs of honey and sor- 
ghum. Unusual? Uh-huh. Delicious? 
You bet! At $8.95, plus postage, from 
The House of Webster, Dept. NTS61. 
Box 388, U. S. 62 North, Rogers. Ark. 





DOODLE WITH DOOZIES. With this set 
vou can build Huckleberry Hound, Yogi 
Bear, and Quick Draw McGraw—the 
kiddies’ TV favorites. Or, for fun, mix 
them up. Blocks and full-color parts 
snap together firmly and come apart for 
rearranging. All-plastic set nas 33 blocks 
and 42 parts—faces. necks, ete. At $2.98 
a set. two for $5.75: ppd. Harold Fran- 
zen & Co., Dept. TS, 117 King Building, 
Flanagan, Ill. 





NEED A “LUCIFER” TO LIGHT YOUR 
“rac”? Try the Fashion Set: easily 
fueled Pioneer purse lighter that comes 
with quickly changeable glamour cases in 
ebony. red. or gold. Each outer case 
slides on and off to match your mood, 
costume, activity. Set is $7.50: lighter 
alone. $4.95. Ronson Corporation, Dept. 


TS, One Ronson Rd., Woodbridge, N. J. 
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> MILDEST SOAP EVER 


oe » 


e oO 


Che Only COCOA BUTTER 
Coilet Soap 


Mildest of all soaps because it’s made of highly-re- 
fined cocoa butter. Delicately perfumed with Fougere. 

his all-vegetable oil soap makes rich, velvety lather 
in any type of water, yet lasts and lasts. Rescues 
parched skin. Conditions as it cleanses .. . leaves 
skin soft and refreshed. Gift-boxed. 


3 cakes of toilet soap or 2 cakes of bath soap for 
$1.50, postpaid. SPECIAL: 12 boxes (your selec- ,° 
Co tion) for price of 11. . . $16.50, postpaid. ce 
2 


HERSHEY ESTATES, DEPT. 32, HERSHEY, PA. <5 















WEDDING CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 

Unusual, exciting personalized items. 

ELAINE CREATIONS 
Box 824 Dept. E-421 

Chicago 42, Ill. 











GOLD 
DISCOVERED 
IN 
CALIFORNIA! 
2 diff. Label 


orders for 

ONLY $1.00 
The best value since the days of the 49ers! 
ou get 200 lovely gold labels with your Name a 


{ddress PLUS 200 beautiful golden Monogram Labels 
—a total of 400 SATINGOLD Labels for only $1.00. 
Two different labels for the price of one, gives you a 
combination of Name Labels-and-Monogram Labels 
Both labels printed on quality SATINGOLD paper. 
Turn your dollar into 400 “pieces of Gold” by rushing 
your copy with $1.00 today! REGAL LABELS, Dept. 
12T. Box 509, Culver City, California. 














CPS AND PLS CANDIDATES 


Results Count! Again this year many of our 
students passed the CPS exams as they have 
every year since 1953. Our courses are spe- 
cialized—based on years of experience—& get 
results! Write today for free al] new home- 
study catalog. Terms only $2.50 a week. Busi- 
ness Research, Post Office Box 7093, Long 
Beach 7, California. 

















Engraved Brass Desk-n-Door Markers 


Permanent, distinetive beauty—any name engraved 





in 


heavy plate of solid brass, 7” x 1”. Engraving is black- 
filed. Door style has special stick-on backing; sticks on 
any clean surface. Desk style has solid walnut base 8%” 
x 2”. Any wording up to 20 letters, numbers per line; 
choice of 1 or 2 lines. Perfect gift for Christmas! Shipped 
within 48 hrs. Satisfaction guaranteed or money back. 
Door style $2.95 ppd.; desk style $3.95 pnd. Spear En- 
gineering Co., 660-F Spear Bidg., Colorado Springs, Colo. 





wauer $$ OO 
PHOTOS PLUS 25¢ 
HANDLING 


60 for $2.00 plus 25¢ handling. 


MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 





FREE Beautiful bad X ad 
PORTRAIT ENLARGEMENT 


with each order 


Famous Roy Wallet photos, finest 
silk, double-weight paper. 21/2." x 
3%2”.Send picture or negative with 
your order. Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. G12, GPO Box 644, N. Y. 1, N. Y. 






+ MAGAIING 








The ‘MAKE-UP MATE’ TISSUE CASE 


Tired of messy, loose tissues in your purse? 
Make-Up Mate holds the popular 5c package 
(refills available everywhere). Also has con- 
venient 21.” x 4” mirror under lid. Stunningly 
attractive pastel colored case with a rhinestone 
decorated, hand-painted figure of French Poodle 
or Darling Kitten. Excellent for Xmas gifts. $1 
plus 10c for postage and handling). NASAKI 
IMPORTS, Dept. N, Box 2029, Culver City, Calif. 











SAVE TYPING TIME 
with FLICK A LINE 


Always Accurate 
Always Fast 


Inclined panel 8% x 14. 
Slotted base with pencil 
groove and book ledge. 
Buy it from your sta- 
tioner. 


$7.95 prepaid 
FREE FOLDER 


Franklin 











1162 North 4th Street, Louisville, Kentucky 








53 








f 
an lINTLWORL 


- ASIA — AFRICA — EUROPE — AUSTRALIA 
INDIA . . . join the thousands who are enjoying 
Pleasure and beauty of outstanding exotic 







ONTH “keeps 






EVERY MONTH A NEW 
UNUSUAL PLANT or BULB 


GUARANTEED TO GROW! 


v~~~~2_ § MO. MEMBERSHIP $7.50 
PLANT } 12 M0. MEMBERSHIP $13.00 

OF THE ° Futt var MEMBERSHIP RECEIVES 

ee See 
CLUB ; 


PLANT OF THE MONTH CLUB 
wept. E-18 DES MOINES, IOWA 


wre 





























Electric Foot Warmer 


No more cold feet. . . . Keeps your feet and 
ankles comfortably warm. Portable, light- 
weight (5 lbs.) all-rubber mat. Operates on 
any 110-volt AC or DC outlet, consumes less 
than 100 watts. ... 14” x 21”. Can be used 
by anyone in office-store-factory-or home. 12 
mo. guarantee. Only $8.95 ppd. Interstate 
Rubber Products Corp., 908 Avila Street, 
Los Angeles 12, California, Dept. 402; 
9108 Meyers Road, Detroit 28, Michigan. 














Mrs. Douglas J. Baldwin 
1926 Apple Valley Road 
Rogkland, Connecticut 





PRINTED 
500 =; LABELS = 25‘ 

500 gummed economy labels printed in black with 
ANY name and address, 25¢ per set! In two-tone 
plastic gift box, 35¢ per set. 5-day service. 

DE LUXE GOLD-STRIPE LABELS—500 FOR 50¢ 
Superior quality paper with rich-looking gold trim, 
printed with ANY name and address in black. Thought- 
ful, personal gift; perfect for your own use. Set of 500, 
50¢. In two-tone plastic box, 60¢. 48-hour service. 


Walter Drake 4712 Drake Bidg. 


Colorado Springs 12, Colo. 





@ Lists top-notch 
writers’ markets 
U.S. A.! 


@ Cash prizes 
for writers! 


FREE! 


Write today 
for your FREE 
copy. Absolutely 
no obligation! 
DANIEL S. MEAD 
Literary Agent 
915 Broadway 
N.Y.C., Dept. 120 


@ Offers writing 
help! 














HIGH SCHOOL & CAREER PLANS 


— for women who may be “missing out”! 


Why be satisfied with just another job? Why 
“miss out’’ on the excitement and rewards of really 
interesting work? Hundreds of important careers 
are open to you if you can qualify. Part-time 
specialties. Full-time positions. Let us send you 
free booklets detailing opportunities and how you 
can prepare for them at home, in your spare time. 
Just mail the coupon. No obligation. 

I.C.S. is oldest and largest correspondence school. 
Success plans covering 249 different courses: High 
School. Secretarial. Advertising. Bookkeeping. 
Typing. Commercial Art. Short Story Writing. 
Many more. No interference with job, family or 
social life. You set your own pace, progress as 
rapidly as you’re able. Easy-to-follow texts. Per- 
sonalized instruction. Career guidance. Diplomas 
to graduates. Check coupon below. Free booklets 
include 36-page ‘‘How to Succeed,’’ opportunity 
handbook in field of your choice, sample I.C.S. 
lesson. These booklets are valuable. Please don’t 
request them unless you are interested! 


INTERNATIONAL CORRESPONDENCE SCHOOLS 
Dean of Women Box 79096L, Scranton 15, Pa. 


Please send me three booklets (1) “How to Succeed,” 
(2) sample 1.C.S. lesson, (3) opportunity-catalog in 
subject checked below. 
C) HIGH SCHOOL 

{_] Accounting 

(_) Advertising 

(_) Commercial Art 
CJ Good English 


(C Magazine & Book Illus. 
(_] Managing a Small Business 
(J Professional Secretary 
() Short Story Writing 
— & Painting 
er 





Name Age 








Home Address 





State 


City Zone 
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e Useful and appreciated, these pencils are guar- 
anteed to thrill any child. Quality pencils imprint- 
ed with western scenes and PERSONALIZED 
with the child’s name are only $1 per dozen. 
Please specify name to be imprinted. Only one 
name per dozen pencils. Send cash with order. 
We pay postage 





GARDNER STAMP COMPANY 
Dept. TS, 166A So. Washington St., Wilkes-Barre, Pa. 






























































































1862-1962 CENTENNIAL CIVIL WAR 
CALENDAR is well documented, beauti- 
fully illustrated with reproductions of 12 
original paintings. Gives exact day and 
date of events as they occurred 100 years 
ago—a worthwhile gift for history lov- 
ers. Only $1.95, ppd. (California resi- 
dents add 4 per cent). From: C. W. 
Calendar Company, Dept. PR, 4645 
Ethel Ave., Sherman Oaks, Calif. 
























Everybody is — and those “in the know” order from 
MILFUR FACTORY and save % and more! 

@ Latest fashi by top desig 

®@ imported capeskins and suedes 

@ REAL FACTORY PRICES 


Write now for all new for’62 + Free | oather |\ Angie catalog. 


ai M | L F I R 106 NORTH WATER STREET 
eather Lover MILWAUKEE 2, WISCONSIN 














BIRTH ANNOUNCEMENTS 


60 Delightful Designs 


to the-in with MEN, 
WORK, SPORT or HOBBY, oy 
50c & 7$c PER 10, POSTPAID cave: 
ORDER OWRECT mmorsave PARENTS 

BIRTH-0-GRAM CO. Sez 


DEPT E CORAL GABLES, FLA. 





% DEPT. TS, 1161 PASSMORE ST., PHILA. 11, PA. 








AUTOMATIC ERASER | 
MAKES IDEAL GIFT! | 


Popular Qwik Electra erases errors from typing, ! 
ball point, pencil permits smudge-free cor- ! 
rections on multiple copies without slip sheeting ° 
or marring adjacent letters. Battery-operated : 


% Qwik Electra is a precision instrument that spins : 
: at 4500 


rpm. In handsome bronze finish com- : 
plete with 11 replaceable tips and batteries 
Makes practical gift for bosses, office friends, 
etc. Delivery in time for Xmas guaranteed. Only © 
$2.98 each, 3 for $7.50, ppd. Send check or 
Money Order to: é 


K & K SALES COMPANY 


A. 














1000 Name & 


Address Labels $1 
ANY 3 DIFFERENT 
ORDERS $2 PPD 
Sensational bargain! Your name and 
address printed on 1000 finest qual 
ity gummed labels. Padded! Packed 
with FREE Plastic GIFT BOX. Use 
them on stationery, books, cards, etc 
1000 only $1. ppd, SPECIAL-—SAVI 
MONEY! ANY DIFFERENT 
ORDERS $2. Satisfaction quarar 
teed! Handy Labels, 1233 Jasperson 
Bidg., Culver City 1, California. 


TODAY'S SECRETARY 























ENCORE 


cially high this year, if letters are any 


Continued from page 32 


indication. All our correspondents are 
anxious to pit their skills against those 
of Gregg writers the world over. No de- 
vice has done so much to improve the 
writing of shorthand and to inspire 
friendly competition as this Contest. 

Why not jump on this years OGA 
hbandwagon—the Contest copy is on page 
32. Clean and fill your pen, or sharpen 
your pencil, and start practicing—Now. 
Keep in mind that prizes will be awarded 
on the over-all merit of your notes. Ex- 
aminers will rate your entry according to 

fluency 

correct formation 

slant 

proportion in size of circles 
length of strokes. 

After you have practiced sufficiently, 
send the best specimen to us. If you are 
a resident of the United States, it must 
reach us by March 1, 1962; if your entry 
is from outside the continental United 
States, the deadline is March 15. Only 
material that reaches us by the closing 
date will be considered in the judging. 

Your entry keeps you in the running 

















for many handsome prizes including 
trophies, wall plaques, certificates, brace- 
lets, and so on. The teachers of winning 
classes are also eligible for awards, so 
make your perfection pay off for all of 
you. Further details concerning prizes, 
raiing. and general instructions will be 
found on page 33. 

And remember. You will be competing 
with more than 20,000 shorthand writers, 
so practice until your entry is a credit to 
yourself, your school, or your office. 

Good luck to all of you! 





(Key to quiz on page 10) 
The Same Type of Error 


Each sentence contains a double nega- 
tive. Recast sentences: 
1. Lois received but two A’s all last term. 
2. I was scarely awake when the breakfast 
bell rang. 3. He hardly has time to catch 
the five o'clock train. 4. 1 couldn't find my 
I couldn't help feeling 
sorry for the disappointed girl. 6. My uncle 


hat anywhere. 5. 
comes to see us only once in a while. 


No Slurs Permitted: 

Note: Letters often slurred or omitted 
appear in italics. 
1. accidentally; 2. government: 3. surprise; 


4. candidate; 5. especially; 6. artistically; 


December, 1961 








SCHOOL DIRECTORY 








BUSINESS & SECRETARIAL 








MEDICAL-SECRETARIAL 
A challenging opportunity 


‘S 





SCHOOL FOR 











FRENCH, SPANISH, ENGLISH SHORTHAND 


You can learn shorthand in any one, or all of 
these languages, and get an interesting posi- 
tion at a high salary at home or abroad. Adap- 
tations of all foreign systems also available 
Typing. bookkeeping, complete executive secre- 
arial. 


GENEVA SCHOOL OF BUSINESS, INC. 























MOSER 
SECRETARIAL SCHOOL 


Executive Secretarial Courses for 


high school grads and college girls 
Free bulletin M Air Conditioned 
308 N. Michigan Ave. Chicago 
Phone: 329-0954 


$U7-3234 2291 Broad (82nd St.), N.Y.C. 
MEDICAL SECRETARIES - cannes lance ease 
Approved by the Medical Profession 
#12 MONTH COURSE Write: Claude S. Yates 
*¢ ACBS ACCREDITED 1441 Van Ness Avenue AIRLINE SCHOOL 
Since 1934 San Francisco 9, Calif. 
BE AN . 


Romance! Travel! Adventure! Fun! 
Train in just four weeks for exciting 
flight and ground positions. Free place- 
ment service with 35 airlines. Airline- 
trained teachers. WRITE TODAY for 
FREE INFORMATION—FREE CATALOG. 
McCONNELL AIRLINE SCHOOL 
1030 Nicollet Ave.. Rm. A-121, Minneapolis, Minn. 
Name ige 
Address Tel. No 
City State 





























ory »Y YY PY 
MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 











7. accompaniment: 8. laboratory: 


. 9. repre- 
sentative; 10. strength. 
Choose *“‘Council,” “Counsel,” or “‘Con- 
sul” 

1. counsel; 2. counsel: 3. consul: 4. coun- 


cil; 5. counsel; 6. counseled: 7. consul’s. 


Characteristics in Common 


? 


1. character: 2. Christmas: 3. choir; 4. 
chemistry: 5. chrysanthemum: 6. 
7 Qo 
o. 


chaos: 
chronic: 9. chord. 

All these words start with ch: the A is 
silent and the c is pronounced like k. 


i. chorus: 





(Key to project on page 37) 


Letter | 
Lines 2 and 3 that, not 


which: the a of along should go on next 


privilege: line 4 
line; line 5—financial: lines 6 and 7—is 
important not only to, particular company ; 
line 11] 


15—central, not center: 


past: line 12—relationships: line 
line 16—assecia- 
tion: line 19—better to say will, not do; 
line 20—concerned. “Thomson's”; line 22 
unpaid; line 24— 


Therefore; line 23 


several. 


Letter 2 

Line 7—wants and needs, no comma after 
wants and comma after needs: line 8— 
“Lilly’s.”: line 9—passed. recipients: line 
10—to choose: line 11 
ma after apparel: line 12—unusual; line 
14—$5, attractively; line 15—and, not &; 
line 16—surely. 


apparel, no com- 


REAL ESTATE 


WOMEN EARN BIG 
IN REAL ESTATE 


Full or part time opportunities allow you to SUPPLEMENT YOUR 
FAMILY INCOME in a pleasant, fascinating manner. Everyone, re- 
gardless of age and previous experience, will find our course the easy 
way to success. STUDY AT HOME or in classrooms in leading cities. 
Diploma awarded. WRITE TODAY FOR FREE BOOK 


WEAVER SCHOOL OF REAL ESTATE 
2020E Grand (Est. 1936) Kansas City 8, Mo. 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


———-—-MAIL COUPON TODAY~-~—~| 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. | 














l Please send me a free copy of your Folder. | 
| Nome | 
| Address | 
Liientsiateeens itinerant 




















Britannica 


“Gwendoline Coulton,” you may think, 
is a name that goes with a creamy com- 
plexion. cultured mien, and voice that 
says “round” for “around,” “ 
for “laboratory.” 

In your thinking you’d not be far 
wrong, as Gwen Coulton the person is a 
pretty blonde Londoner who’s been in 
the States just three months. She came to 
our offices to talk about a unique or- 
ganization of which she’s secretary: the 
Association of British Secretaries in 
America, Ltd.—*Limited” because on 
July 11, 1961, the group incorporated. 

The trend of 
hiring British girls has been increasing 
during the last three years—seems our 
countrymen like the prestige connected 
with the superb English diction. There's 
a lot to this, by the way; Gwen's perfect 
enunciation bespeaks efficiency, dignity, 
self-reliance. 

How do the girls obtain jobs here? 

A number of agencies operating out 
of London and New York will sponsor 
a girl. If she wishes to come here, a sec- 
retary applies some time beforehand (her 
qualifications must be reviewed, and she 
must get a visa). Standards are high, for 
the girl is usually guaranteed a job on 
arrival. 


laborat’ry” 


American businessmen 


Several months ago, as more and more 
secretaries gathered in London for de- 
parture to New York (they come from 
several parts of the British Isles: quite a 
few are Scottish), they spoke of form- 
ing an organization when they arrived 
here. 

And so they did. The Association 
differs from the sponsoring agencies in 
that it’s not specifically job oriented. It’s a 
nonprofit organization, and, through its 
two “arms,” aims simply to help the girls 
here in the States. One of these “arms” 
is the social committee, which holds open 
house, gives parties, will sponsor ski 


weekends, and—‘we feel sure we can 


work it’—two return plane. trips yearly 
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to London, at reduced cost. The trips will 
be available to members of at least six 
months, whose dues are fully paid. 

The other is the welfare committee, 
which will pool organization funds to 
help a member who needs money quick- 
ly: perhaps she’s ill or must fly home 
suddenly. “If a case like this should 
arise.” says Gwen, “a girl’s situation 
would be discussed confidentially by the 
Association’s eight officers. The decision 
to provide money must be unanimous 
among them.” 

The officers aren't all English—Doro- 
thy Perry, the president, hails from Glas- 
gow. Scotland. Dorothy works for an at- 
torney: she’s an executive secretary, as 
are all the She and Gwen 
share an eight-room flat with three other 
members. “Ours is constant open house,” 
Gwen told us. “We welcome any British 


members. 


secretary who's looking for companion- 
ship.” Official headquarters of the Associ- 
ation—180 Broadway—are used mainly 
for business appointments. “We _ prefer 
the homey touch of having the girls come 
to our apartment.” 

Although the girls have compatriots in 
several major American cities—Chicago, 
Detroit, and San Francisco, for example 
—the Association’s only office is in New 
York. But the members, who want very 
much to expand, feel that branches will 
be set up as the present officers travel to 
other parts of the country. 

Officers (a new slate is voted on an- 
nually) meet once a week, while the full 
membership gatherings are held monthly. 
“At the monthly meetings,” says Gwen, 
“anything that’s of interest to the whole 
group can be brought up. dues ($1 per 
month) are paid and 
served.” 

What are these girls like who've come 
so far to work? Basically just like you. 
They like restaurants, theaters, bus and 
boat tours—and they'll be homesick 
Christmas Day. as you would be if sep- 
arated from your family by an ocean. 
And they find things odd—and some- 


refreshments 


times funny—here, as you would, no 
doubt. in London. 

One of the things they laugh at is our 
wolfish way with English muffins. “These 
went out about 100 years ago in Lon- 
don.” Gwen told us. 

She herself is typical of those who've 
come here. She’d worked far a_stock- 
broker in London and has found similar 
employment at S. Schramm & Company. 
Inc. Her position as executive secretary 
includes a good deal of administrative 
work. And her boss is “a wonderful 
man.” 

The secretaries are most interested in 
recruiting new members for their Asso- 
ciation. Any British girl working as a 
secretary in the United States can be- 
long. “Right were working on 
forming a liaison with the British Em- 
bassy. which will let us know when any 
eligible girls are coming over. Thus, be- 
fore a girl leaves England, she'll have 


now 


our welcoming letter inviting her to get 
in touch with us when she arrives here. 
If she’s entirely alone, one of us will 
meet her at the airport.” 

How will these girls spend Christmas? 
Some will fly home for a five-day holli- 
day. while those remaining will keep the 
feast traditionally. There will be a 
Christmas tree and presents and someone 
dressed as “Father Christmas” (Santa 
Claus). There’ll be turkey, Christmas 
punch, and brandied pudding, which is 
similar to plum pudding. . 

“And will the telephone wires be 
busy! We'll all be calling home.” 

If Christmas will be nostalgic, the 
new year will revive the famed British 
merriment. The quaint Scottish 
manay (New Years Eve), when every- 
one goes “first footing.” will be 
brated by Association members. 

That night, when the clock strikes 
twelve, each Scottish family goes from 
house to house wishing “Happy New 
Year.” Everyone hopes that the “first 
foot” over his threshold in the new year 
will be that of a tall, dark-haired man 
a symbol of good luck. 

To these secretaries transferring their 
customs to our shores we send, in return. 
greetings that are typically American 
and yet belong to all the world: 

Have a merry Christmas and a happy. 


successful new year! 


Hog- 


cele- 
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—be seated! Today’s lesson concerns itself with the three “E’s”: Efficiency...Economy...Exclusives. The 
subject matter: the wonderful staplers seen on more desks across the nation than any other kind—SWINGLINE! 
First, Efficiency: SWINGLINE makes a stapler for your every possible office need—even that special one you’ve been 
asking for all along. There’s the completely automatic electric stapler that requires only your feather touch to turn out 
tons of fastening work. If what you’ve been after is a master desk stapler, SWINGLINE’s No. 4 is a paragon of efficiency 
—and it holds 210 staples, too! The No. 3 is a shorter desk model...the No. 27 a rugged model that can be handsomely 
imprinted with your company’s name. For efficiency plus versatility, the No. 77S does a 4-in-1 job: staples, tacks, pins, 
fastens—and stores a whopping 500 staples! One-girl office? SWINGLINE has designed the compact No. 99 specifically 
for the smaller office—yet it holds 105 staples for ready action. 
Second, Economy: Every SWINGLINE stapler is sensibly priced—it saves you time, saves your firm money. (Watch your 
Purchasing Agent smile when he sees those prices!) 
Third, Exclusives: only SWINGLINE staplers guarantee split-second loading (thanks to the exclusive open channel!) 
and jam-proof performance! There are brilliant Jeweltone colors to choose from, ultra-modern designs to enhance 
your desk. 
But trying is believing —how else can you really know how efficient, economical and special SWINGLINE staplers are! 
That’s why the President of SWINGLINE is making this offer: have your purchasing person dial STillwell 4-8555 to 
discuss your stapling needs and problems —or any others in the office. SWINGLINE will send him the stapler that answers 
your individual need—for a FREE 10-DAY TRIAL. There’s no obligation, of course. Try it...see how it works... how easy 
and efficient SWINGLINE is! If you’re completely satisfied—and you will be! —tell your purchasing person to just call 
to order —and we'll do the rest. 
Class dismissed. Now put SWINGLINE to the test! 
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in Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canada * World's Largest Manufacturer of Staples for Home and Office 








